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CHAPTER I 


CO-OPERATIVE OFFICE PRACTICE 
TRAINING PROBLEMS 


Business educators are becoming increasingly aware that 
some provision must be made in the high school curriculum to 
make office practice courses more functional, and to help the 
pupils make the necessary adjustment from the classroom to 
the business office. It is the purpose of this study tocor- 
relate the skills mastered in the classroom with those found 
in actual working conditions by means of real-life situations, 
so that students will apply what they have learned. By 
working under actual business conditions, the pupils gain a 
better understanding of the standards, qualifications, and 
procedures of business. Through this training, the students 
not only become familiar with office standards and require- 
ments, but realize how essential and how vitally important 
office practice training is to the demands of business. 
Furthermore, the co-ordinator or instructor becomes better 
acquainted with business and the essentials of school 
training. 

In this study a co-operative training plan refers to a 
plan by which a student attends classes in school on a part- 
time basis, and works in an office during a portion of the 
school day or on alternate weeks. During the time spent in 


school, the pupil attends required classes and receives 
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technical and related training pertinent to the business 


offices, While employed, the student utilizes end practices 
. the knowledge and skills acquired in school, thus he is given 


an insight into the necessity for pursuing further knowledge 


end training. 


The office practice course refers to a program prepar- 
ing students for the numerous office occupations. This 
training includes office work-duties and tasks performed by 
clerks, typists, and stenographers. 

In order to obtain a complete understanding of this 
problem, it is necessary to consider certain facts about the 
town of Suffield, Connecticut. The town is a residential 
community eleven miles from Springfield, Massachusetts and 


fifteen miles from Hartford, Connecticut. According to the 


1940 Federal Census, it has a population of 4,475. Many of 


the business men of Springfield make their homes there. 


| Although there are small grocery stores in Suffield, most of 
the residents do their shopping in Springfield or Hartford. 
Office practice graduates ordinarily find employment in the 


various insurance companies in Hartford. Therefore, it is 
necessary to consider insurance office training as a part 


of the course. Accuracy, responsibility, and dealing with 


figures are all vitally important in training students for 


insurance work. 


Suffield has a six-year high school with an enrollment 


of approximately four hundred pupils. Each year the business 
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department trains about fifteen pupils to do office work. 

Most graduates find employment in the insurance companies. 
For a small school the department is well equipped and the 
Board of Education is willing to replace, repair or add to the 
equipment if it is found advisable. Following is a list of 
available equipment: 


25 pica typewriters 

elite typewriter 

elite typewriter with a long carriage 
Burroughs calculator 
Comptometer 

Crank-driven calculator 
Barrett ten-key adding machine 
Dictaphone 

Electric mimeograph 

liquid duplicator 

gelatin duplicators 

mimeograph slip sheeting device 
Mimeoscope 

filing boxes 

sets miniature letters 
victrola 

set dictating records 

set office practice records 
sets Dictaphone records 

large paper cutter 

small paper cutter 

large stapler 

small stapler 
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Co-operative office practice training is not new to the 
high school business department in Suffield. The following 


is a Mast of the activities that were a part of the 1945-1946 


program: 


1. Working in the Suffield Service Center, twice a 
week--filing, writing letters, etc. 


2. Mimeographing the high school paper five times 
a year 


Working in the local banks during vacations 
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4. Typing notices, letters, etc. for many of the 
local organizations, churches, clubs, etc. 


5. Addressing and stuffing envelopes for money 
reising campaigns such as the Boy Scouts and 
Connecticut Society for Crippled Children 


6. Making excursions to Life Insurance Companies 
and the Telephone Company in Hartford 


7. Cashiering in the high school cafeteria 
8. Taking charge of dues for class officers, trips 
to Washington, and a trip to Columbia Scholas- 
tic Press Association in New York City 
Two leading Connecticut educators are cognizant of the 
necessity for co-operative training. Grace,+ State Commis- 
Sioner of Education, believes that through co-operative 


training, schools will be able to meke a better distinction 


between vocational and personal-use values. Furthermore, he 


feels that business educators should organize some functional 
plan to prepare the numerous business-course pupils who have 
the desirable qualifications for the office occupations. | 


Boynton, © State Supervisor of Business Education for 


Connecticut, says we must follow the same plan used by the 


state trade schools for years. In other words, we must 
correlate school instruction with actual experience. If the 
high school attempts to prepare for vocational office workers 
then we must establish relations with business experience 


and office skills learned in school. 


1. Haines, William E. "Co-Operative Secretarial Train- 
ing." The Business Education World. November 1941. P,229- 


2. Boynton, Paul Me "Present Trends in Business Edu- 
cation." The Balance Sheet. September 1944. P. 21. 
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All too often high school business departments are crite 


icized by business men for inadequatély trained graduates. 

_ Yet, meny companies are unwilling to co-operate with the 
schools or to make inquiries of the school about qualifica- 
tions of employees. It must be the duty of the business 
department to beeata away to serve business and to convince 


| them of the actual benefits that can be derived through 


co-operation with the school, the employees, and the employers, 


There can be no doubt that the classroom cannot wholly 
substitute for an office. The classroom is the place to 
learn the fundamentals and to put into practice, as far as 
possible, that which has been learned. However, it is im- 


possible to create an actual office in the office practice 


laboratory even though actual work may be done in the class- 


room. Work done for the high school administrative offices 


4s a definite incentive and an aid in obtaining experience, 


tion after a short time and thus lose its educational value. 
The business department of the Suffield High School does a 


great deal of work for outside organizations. Most of the 


but most of this type of work is apt to become mere repeti- 
| 
| 


| 
work done for outsiders is mimeographing. With the school | 


magazine which averages forty pages to an issue, the pupils 


receive ample training in duplicating. 


A great deal has been done to establish office standards 


Since requirements vary so widely among offices, it is impos- 


sible to say just what must be accomplished in a high school 
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_ program. Procedures in each business vary. For instance, on 
| company may insist upon all letters being typed in block form 
with close punctuation; another firm may require the typing 


of all letters in the indented form with open punctuation. 


Business educators can only bring these problems to the 


attention of the student in a general way so that pupils will 
be able to make adjustments easily. 

It is impossible to train for any definite office. For 
instance, one girl may be placed in the telephone office 
every two or three years. The school would not be justified 


in giving everyone in the department a working knowledge of 


the telephone office. However, the skills that have been 
learned in the classroom by the students, should be so well 


learned that they can be transferred from one situation to 


new and varying ones as the occasion arises. 


Another important factor in the training of more employ- 


able high school business-course graduates is that of desir- 


able qualifications of an office worker. Most qualifications 


are rather general and quite broad covering such aspects as 
business ethics, dress, character, and attitudes. Usually 
when a person involuntarily terminates employment from a 


company, it is not because he lacks the necessary skills on 


the job, but because of personal qualifications. Therefore, 


it is urged that each pupil know the type of work he will 


probably enjoy most, how to prepare for this work, and how 


Then, he 


to find employment in his desired occupation. 
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should be given further guidance in maintaining and progress- 
ing in his field. Frequently this lack of knowledge results 
in failure on the part of the graduate, and, in most cases 
results in an expense to the employer. Proper guidance in 
many cases has given the student a much better start in his 
position when he had been subjected to part-time training 
while in school. 


Each employer usually follows a definite plan in selec- 
ting his employees. Although the employment procedures may 
vary among employers, most business men are looking for 


similar qualifications in their workers. Fear and Jorden 


of the Psychological Corporation, New York City, have devised 
an evaluation form for employees to be used in co-operation 
with the interview. This particular form has been found to | 
be quite effective. Since this evaluation form was the 


result of an investigation for industrial organizations, high 


schools should make a study of it in order to determine the 
demands of business. This should also aid in establishing 
important end essential information in the office practice 
course. See Appendix A for a sample of the employee form 


devised by Fear and Jordan. This form gives an excellent 


example of what industry is looking for in our graduates. 


The particular illustration chosen was used in employing a 


high school graduate seeking a position as a junior stenog- 


1. Fear, Richard A. and Jordan, Byron. Employee 
Evaluation Manual for Interviewers. The Psychological Cor- 
poration. New York, New York. Appendix. 1943, 
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rapher. 
At the 1946 New England High School Comme rcial Teachers 
Association, Miss Geraldine I. O'Brien, assistant chief super-| 


visor of the Stenographic Department of Travelers Insurance 


Company, Hartford, Connecticut furnished everyone with mimeo- 
graphed sheets entitled Hints for Secretaries. These sheets 
are particularly valuable to prospective employees for they 
do give the student an idea of what some companies expect 
from their employees. See Appendix B for a copy of the 
leaflet entitled Hints for Secretaries. 

In striking contrast to this company, we have other in- 
surance companies in Hartford that do not have any rules and 


regulations whatsoever. Therefore, it is particularly impor- 


tant for business educators to see that graduates will not 
have too many adjustment problems in their initial position. 
In order to make co-operative training work successful, 
@ co-ordinator is necessary. The co-ordinator or supervisor 
serves as a medium for the school, the pupil, and the employe 
If the employer finds that the trainee needs more training in 
some phase of his work, or needs to improve certain personal 
qualities, the co-ordinator acts as the go-between in helping 


to solve the problem. Consequently, difficulties that are so 


often found in the initial position frequently may be over- 
come during the training period and save discouragement and 
failure for the pupil later. In addition, the teacher becomes 


better acquainted with the problems of the business men as 
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well as his point of view. Thus, the business teacher is able 
to be of service not only to the employee, but also to the 

®@ employer. 

A work-experience plan imust be well supervised in order 


to attain the most desirable results. Through proper super- 


vision not only will the instructor be able to learn more 


about the business world, but he will be better qualified to 
acquaint his pupils with the problems they will meet after 
graduation. 


Work experience is not new. Apprenticeship training 


existed as far back as four thousand years. Only a hundred 


years ago a journeyman or apprentice was entrusted to a mas- 


ter workman who was a tradesman in his field. Before an 
apprentice engaged in any form of training, the father of the 


prospective trainee signed a contract or indenture agreement 


with the master worker. The instruction largely was that of 
imitating the master. Frequently this training lasted seven 
years and the master assumed the entire charge and responsi- 


bility of the trainee. It was the master's duty to feed, 


———— ee SSS _j»" 


clothe, and care for the phystéal, moral and religious 


training of his spprentice. At first all training was done 


in the home, but with the inventions and increase of factory 


production, apprenticeship training was no longer practical. 


This type of training existed in certain trades, parti- 


cularly in England and in Central Europe; it was not found 


to a great extent in the United States. After World War I 
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this type of training became non-existent in England, but was | 
still found in some sections of Central Europe. 
@ During the Colonial Period in America there were only a 


small number of business establishments where the owner 


trained his employees. "On-the-job" instruction was found | 
primarily in the fields of farming and craftsmanship. Since 
this form of training was unable to give theoretical instruc- 
tion in business skills, some individuals began to give 
instruction in such subjects as penmanship, arithmetic, and 


bookkeeping. From this beginning, the business schools grad- | 


ually came into existence. Eventually business training, or | 


business subjects, were introduced into high schools. How- 


ever, it was not until the twentieth century that business 
training began to flourish in the public high schools. | 

In 1908 Fitchburg, Massachusetts launched upon the first | 
co-operative training program between the work-shop and the 
school. The factory served as a laboratory for this training.) 
Although this was not a business program, it is one that has 


helped to pave the way for co-operative business training 


work experience. 


Trade schools have developed to the extent that they have 


taken the place of the apprenticeship system in preparing 


young people for employment. The New York Trade School, 
founded in 188l,was the first important school of its kind in 
the United States. Five years later the Boston public school 


organized a co-operative machine shop training plan. In 1915 
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New York City established a retail co-operative plan. Mecy's 


Department Store developed ea co-operative program and is still 


> carrying on this form of training in its store. Shortly after 


this, Boston, Massachusetts and Rochester, New York organized 


similar programs. 


One of the most important factors in promoting vocational 
education end certain phases of work education in the United 
States was the Smith-Hughes Act, which became effective in 
February, 1917. : The chief provisions of this act ere: 


1. An annual appropriation for co-operating with the 
states in paying salaries of teachers, supervisors, 
and directors of agriculture 


2. An annual appropriation for co-operating with the 
states in paying the teachers of industrial sub- 
jects 


3. An annual appropriation for training teachers of 
agriculture and industrial educetion 


4. Establishment of a Federal Board of Vocational 
Education, to consist of the Secretary of Agri- 
culture, Secretary of Commerce, United States 

» | Commissioner of Education, end three citizens of 

the United States to be appointed by the President 

with the advice and consent of the Senate. One 
appointee to represent agricultural interests, 

one labor interests, and one interests of manu- 

facturers and commerce. 


However, the Smith-Hughes Act provided only for voca- 


tional education in agriculture, home economics, and trades 


| end industries, but was vague in its provision for business 
) education. Business teachers were even less articulate in 


interpreting any such provisions. Labor disputes greatly 


1. The American Educator Encyclopedia. The United 
Educators, Inc. Chicago. Volume V. 1936. P. 1686. 
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handicapped the growth of the co-operative work education 


phase of the Smith-Hughes Act with the depression of 1930. 


Business tried to capitalize on the act to eliminate union mem- 
bers by employing student apprentices. In general, labor 
unions discouraged the program except where the union felt 

they could be benefited by the plan. Other unions felt that 
they should have a joint co-operation with the employer and the 
trainee. Business educators have probably lost an earlier 
opportunity in establishing such a program. The unions have 
not been very successful in organizing the business occupa- 
tions and therefore have not greatly interfered with the 
establishing of business co-operative training. 

In 1937 the George-Deen Act was passéd which provided for 
distributive education which is a part of business education. 
Previous to this, Federal acts only made provision for the 
following vocational education programs: agriculture, trades 
and industries, and home economics. The most significant | 
contributions to distributive education are found in the 
second and sixth sections of the George-Deen Act. Some of 
the outstanding features of this act are: 

Section two provides for the appropriation of money and 
reads as follows: 


This sum is to be spent for salaries and necessary 
travel expenses of teachers, supervisors, and direc- 


eee e-em Oe ee ti CC 


Vocational Division. Fiscal Year Ended June 30, 1942. P. 31. 
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SSS 
tors of, and maintenance of teacher-training in dis- 


tributive occupational subjects in such States and 
Territories. 


> Section six of the act specifies that: 


The appropristions made by this act for distributive 
occupational subjects shall be limited to part-time 
and evening schools as provided in ssid act of FPeb- 
ruery 23, 1917, for trade, home economics, end indus- 
trial subjects and as qualified by the provisions of 
this Section. 


Also, Section six further specifies thats: 


Only students eligible for enrollment in Federally a 
aided distributive classes are workers legally em- 

ployed in e distributive occupation. Section 11 of 

the Smith-Hughes Act provides reimbursement to part- 


time schools or classes for workers 14 years of age 


who have entered upon employment .... It also 

specifies that evening schools shall confine instruc- 
tion to that which is supplémental to the daily 
employment. 


As yet no Federal aid has been established for office 


practice which trains for a large portion of commercial pro- 


grams in the present day high school curriculum. Although 

the George-Deen Act made rather excellent provision for 
co-operative education for some fields, schools have not yet 
taken advantage of the opportunity to promote co-operative 
work education. Since the office training phase of vocational 


education does not have any of these provisions, it is neces- 


sary to provide independent programs of co-operative work 


education until such provision is made. 


dD In spite of the fact that there has not been a Federal 
fund available for this type of training, Suffield, like 


many other communities, has made provision for such training 
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e of business education. There is a definite need for some 


established and other programs will be further improved. 


To summarize, the purpose of this study is: 


school with those found in the business office. 


2. To define the meaning and purpose of a co-operative 
work-experience plan insofar as it is related to 


office training. 


| 3. To express the duties and necessity for a co- 
ordinator in such a program. 


ment at Suffield High School. 


in regard to part-time training. 


training to the school and business. 


8. To study the legislature and history of work- 
experience. 


9. To establish a work-experience program in the 
business department of Suffield High School. 


| in its program. However, some Federal recognition is advis- 


able if co-operative education is to become an effective part 


standardization in order that worthwhile programs will be 


1. To show the need of correlating skills learned in 


4. To define the purpose of the office practice class. 


5. To describe the conditions of the business depart- 


6. To learn the opinion of business men and educators 


7. To express some of the advantages of co-operative 
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CHAPTER II 


DIGEST OF LITERATURE IN THE FIELD 


Co-operative training for office practice in the high 
schools has not as yet been established to a universal degree. 
Therefore, it is relatively difficult to obtain information 
that is detailed enough. to give an exact picture of the pro- 


grams that have already been established. However, such 


material that is available warrants careful consideration, 


In many of the business magazines such as the Business Educa- 


tion World, and the Journal of Business Education recent 


articles have been and are constantly being published which 
show that there is a definite value as well as a growing trend) 
for organizing work-experience programs in the secondary 
schools. Each month articles are appearing to strengthen the 


cause for establishing such a program. The following are 


some of the plans that have already been put into practice to 


provide for office practice work-experience in the high 


schools. Most of the articles do not give a complete and true 
picture of the plan, but as a whole will warrant careful study 
and consideration of the problem of work-experience programs. 
Wyoming High School, Illinois with a population of less 
than 2,000, organized a program whereby the students work in 


1. Adams, Doris L. "Making Office Practice Pay." The 
Business Education World. November 1945. P. 127. 


II aT AHO 
GQLILY “HT Wi GHUTAMHTIA WO Tedord 


fgid edt at esttostg sottio 101 gatnisst evidgsiteqo-o0 
.cotged L[eavavins 8 ot berfetidedee need dey aa Joa asd eloons 
coltsamotnt atatdo o¢ tivoittib yloevitelor ak th <oTOTS TEL 


-o1g edd to omstotq tosxe ns evig oF tdauome beltateb ef saat | 


dove ,tevewoH .bedetidedes ceed vbaerls evad tedd ena 


“ 


‘ 
ob” 


fottstebtenoo Lytetso atnasattew oldsl kava et dant Letteds mt 


“souDS gasmteye ont ss doa. aonisagan agoniaud eds to. wets a x 


i 


¢usost solisoubd eeontears fs Lectsob oft brs. bLsoW got: ne te 
Sofcw Detatidugq gnied yiinsdamoo eis AAP ee pike Sa 


seat 


eft meritnastte of satasecqs sis eelolérs Som oa Aa 

exs antwolfet edT .mergoxq 2 ove sabiettdaten 0% 28: 

ot soldosxq odmt tuq meed ybsetis evad tat ane ig’ exit Yo! € ont 

dain edd nt sore ttegxe-110W soltonag e0btto Tot sb 

ensad bas stefqmos 8 evig goa ob asLlotsrs exit to. felt 

| youse Lfulerss tnsitew [itw efodw s as tid ere Ler on 2 

-amscgorg soneiteqxe=Ntow to oe silt to met: stage 
aeel to noitsisaed s détw 2lomfL ft F foodo’ H ies . 

ni Muiow atdmebude ed ydotedw moO 5 ‘bee. 


eit "yest eotdosrt -gottto 3aistem" ” te 
Bb a | 2cseL tedmevon ~ 5 


a business office two hours each day that would ordinarily 


have been spent in the classroom plus two or three additional 


hours. The duties were found to be varied and consisted of 
such tasks as mimeographing, operating the dictaphone, dupli- 
cating, typing and transcribing. Also, the work included 
duties performed for the Community Club, high school office 
and other departments, and the local business concerns. 
Jackson High School,2 Michigan organized a co-operative 
plan with the local business concerns in order to teach desir- 
able habits, attitudes, and skills found in the business 
offices. A co-ordinator and advisory committee were formed to 
take charge of the necessary training. During the two semes- 
ters devoted to this part-time work, a variety of training 
was given. All instruction was on an individual basis in 
order to make certain that all students were employable. Par- 
ticular stress was placed on the skills and procedures of the 
positjionifor which they were training. The termination of the 
employment rested with the employer. Students were encouraged 
to offer suggestions in order to improve their training. Since 
the advisory comnittee worked as a medium, the ideas sugges- 
ted were not only of value to the pupils, but also to the 
employer. This training has been so successful that it is 


now a regular part of the office practice training course. 


1. Fox, Deyo. "Co-operative Business Education in 
Jackson." American Business Education Digest. December 1944. 
Pe 59-60. 


yitdeanibto biluow tadéd yah dese atrronk ont 2ortto « 
(enottipbs sexrdt to ows egiq mooraes Lo oxi oi deoge ana 
to Deteiznos bas betusy od od bawot anew soldus) ont? ne 
-ffonb ,en etdads Kb ont saitateqo ¢ nidgangoenin a: ewest a 
bebulont Anow edd .oe LA spotdbrsenstt bas satan 3 mii 
soltto, Loodsa doth ~duld ud tariede edd sot. besmotieg 26 
-Emieotos eaenterd Lsool edd hae editend tagab ‘sosito E 
evitsteqo-oo s besinass to nen tecfo tit L coosoe cig th sosaost 
-tlash doset o¢ tebto mt enreomoo ebentend fzeoo0L odd. aw 
geomtend edt af bavot efibte baa cobudidde wed tdi 

ot bemrot augy eotd lumoo Ytoeivbs bas- xodemkbt0=05 A 


-eomee owd ont antad sgatniasd ytneeooen edt to 


gfiinisis to yJeliav s ,wsow emit-desq atdt od boxoveb 


mi elesd [subivibal os no, asw Riri: "4 Exe: 
i ee x 


-re{  .oldsyofgmne srew etnsbute Efe. decd rity i oalant ot 
edt to aembeoouq bas efile ed¢é no beoatg: ‘aay 2 ey 
edd to sotésnimtret eff .gatiniesdt etew eet aor 


Ponts .onkniste tend evortgmt ot moines at & seotie 
ne Sd 09 
he 


-a2onnye esobi edd sit then & Bs besirow: 8e 


edt ot oale tud ',eltqgq edd od outay a 
a sat 
ef ¢k tacit [utesesouve of moed esd ‘ge oias 


er 


-989N00 onintatd sold oetg eof'tio odt to dus 


ni cotiaoubd ezcatesd, ovidare 
-abOL redmsoeG §=.teogtd ee 


¥ 4 
“es : 


17 
ee -- eS 


Hershey High School,1 Pennsylvania organized a work-study 
program through a meeting of the local school officials and 


2S the various business organizations. A co-ordinator was 


appointed to supervise the eight-week training course in the 


various offices in the community. During the second semester 


of the senior year each commercial student was given eight 


weeks of part-time office work. The trainees reported to work | 
in the morning and at noon they returned to classes. A revi- 
sion of class schedules was necessary in order to put the plan 
into operation. Upon returning to school the students were 


required to submit a daily report of their work and then a 


thirty-minute group discussion followed. Pupils were selected) 


| 


for each position according to the type of work for which they 


were best suited. Training was offered in clerical, bookkeep- | 


ing, and secretarial occupations. If a student was found to 
be unwisely placed, then he would remain in the classroom 


until a suitable position was found for him. At the end of 


the training period, the employer filled out a form and sub- 


mitted a detailed report of the progress of each student. 
These reports were placed in the school office for future 
reference and use. Frequently the positions held by the stu- 
dents became permanent. Hershey found that this plan was 


beneficial to both students and business. Employers were 


1. Groff, Hirma A. “Work-Study Program at Hershey." 

American Business Education Digest. December 1944. "Postwar 
| Planning What the Schools are Doing." American Business Edu- 
cation Digest. November 1944. P. 59-60. 
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given an opportunity to study the personnel before employment, 
and to better understand many of the school teaching problems. 
Also, the students became acquainted with the responsibilities 
of making a living. This plan has been so successful that the 
high school plans to continue the practice of co-operative 


office training. 


Roosevelt High School, Washington, D. C., has established 
a part-time work program for the clerical and stenographic 
seniors. A co-ordinator plans and supervises the program. In 
order that students are not exploited, the co-ordinator visits 
the offices and urges that the pupils receive work in as many 
of the departments of the company as possible so that the 
training will be practical and worthwhile. Students are re- 
quired to do satisfactory school work before they can be 
employed. Each pupil is required to keep an accurate record 
of the number of hours he works and also the amount of wages 
he earns. Each pupil attends morning classes and is dismissed 
early so that he may be employed part-time. While each pupil 
is in the office, the co-ordinator visits him in order to 
determine the progress of his work and to give him a rating. 
Many of the students who are able to pass the Civil Service 
Tests are placed in Government Offices. 

Stonington High School,“ Connecticut, has incorporated a 


1. Dame, J. Frank. "Co-operative Business Education." 
Business Education Outlook. 1944-1945. 


2. Stewart, Marie M. "Co-operation Really Works." The 
Business Education World. March 1942. P,. 598-602. 
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ten-week co-operative plan whereby all students in the office 
practice class work in a business office from three to five 
each day. Every Friday the class hour is devoted to dis- 
cussions of job problems. Each member of the class is required 
to submit one problem pertaining to his particular work expe- 
rience. The class then discusses the problems and attempts 


to solve the difficulty or to make suggestions to prevent a 


reoccurence of the problem. Grades are given during this 
period in order to motivate students to prepare a worthwhile 
class presentation. 

Minnesota High School,! Minneapolis started a work- 
experience program in 1944. The class consisted of around 120 


pupils who were composed primarily of "A" students and were 


employed by about 75 employers. A co-ordinator supervised 

the work and also acted as the instructor for the class in 
occupational relations. Credit was given for the outside 
work. Careful planning was done by the supervisor and the 
employer. The class period was devoted to helping students 
with their individual problems as well as instructions on 
materials essential to all office workers. Most of the stu- 
dents were employed in the same manner as a full-time worker. 
The co-ordinator is responsible for securing the places of 
employment for most of the pupils. Instruction on the job was 


found to be given either by demonstration or by explanation. 


1. Andrews, Margaret E. "How A Co-operation Program 
Works.in Minneapolis. 
1945. P. 412-414, 


The Business Education World. April 


——— = — <= 


as MS Ke 
soitto edt alt etnebute Ile ydoterw nel ovitare 
evii o¢ oenxdd mort sotito eeentand 8 ab airow 8 
-alb ot bedoveb et word eestlo end yebict wierd 
etinpset af eealo ont to todmem doraed -emeldong dot ati 
~sqxe Mtow ssf[uvoltreq etd ot yo totetteq neldota ae on | 
etqnedts bas emefdoxg edt eseeenoe kb nord eeslo edt 
tosvetq o¢ enoltuenzye oem oF 20 Utinolttip odd wnt 


of 


9 ete cobretd .meldorq ond to esr * 90 


islweidtow 8 onecerg o¢ etaobute séavidom ot <ebto at i 
aR ) 
-Ytow 8 bedsete elloqsenntit +, foodo@ da kH ato a4 A 


a" 


bessers to betetanoo seals oT, PCL at mergonq ‘one ds 


ebute "A" to yLinsmtag beeognoo | vetow of ° 


tow Ooze ecn el 
SES he Sy 
boekyvteque totsnibto-co A .eteyolqume ey tuods ve bey < 


ni eesfo et tot totoundent oft as besos cele bas’ sizer 
ebletuo edt rot mevis eaw tiberd -enoteien Lauotts « 00 


edt bas toetvieque edt yd omob esaw gntacela yre789 
f : r a. 


einebute aciclerd.od Setoveb esw bolted eeslo ee 
no enotteritent es {fow es emeldoig Lew bv kb 
> Serie 
-ute ont To tao wow eoltto Lfs ot” is 


. 
ae 
e LOL 


Ws ate 
it-[isl 8 es Tenis mse Re ee ee 


to esssiq ent gaitvesa % 
dof edt ao moilsouadent 
sfgxe yd 20 eae ee 
mernott soltsteqo-00 A woH™ 


Liega. biz nol scuba ee 


During the course of employment a few trainees were given 
conferences about the progress of their work. Also, it was 
found that students were not doing the same type of work at 
the end of their employment as they were at the beginning of 
their training. 


Topeka High Schoo1,! Kansas, has established a co-operative 


part-time work experience plan whereby students attend classes 


in the morning and are employed in the local business offices 


during the afternoon. These pupils are paid the minimum wages. 


for their work. Half of the salary of the co-ordinator is 
paid by the State Board for Vocational Education from funds 
of the Smith-Hughes Act. This plan provides aid to the local 
business men and also provides valuable training for the 
pupils. In order to enroll in the office practice class, a 
knowledge of typewriting is required. Further instruction is 
given in typewriting. Also, instruction is planned so as to 
cover the various duties required in office positions such as 
aGuplicating and developing other skills. The supervisor 
renders individual attention to each trainee according to his 


specific needs. Constant guidance is maintained throughout 


the entire course. Employment is sought for each pupil on the. 


basis of his individual ability. Any problems found on the 
job are brought to the attention of the co-ordinator for the 
proper solution. Each trainee is expected to prepare and 


1. Shotwell, H. D. "How A Co-operative Part-Time Class 


Works." The Business Education World. March 1944. P, 392-393. 
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- mine the standards, wages, qualifications, etc. used in the 


carry out a budget so that he will be able to save and spend | 


his money wisely. If a student has been absent from school, 


provision may be made so that the student may use a class 
related period to make up his other school work. This plan 
was felt necessary since the pupils were working after school. 


The advisory committee, which is composed of business men, 


have been very helpful. Suggestions they have made for new 


equipment, etc. have been favorably considered by the board 


of education. Furthermore, the plan enables the co-ordinator 


to become better acquainted with the business men and to deter 


local offices. The co-ordinator visits the trainees at least 
twice every four or five weeks. If a student needs more super 
vision, then he is visited more often. Through the weekly 
report sheets student problems arise. Often the type of 
machine used in the duties performed will decide what train- 
ing is necessary in the classroom. Topeka also provides stu- 
dents to work for community affairs, junior high school 
teachers, and senior high school teachers. In order for the 
part-time plan to be successful, it was necessary to convince 
the business men that there was a definite distinction between 
the work done by co-operative students and regular high school 


students. 


Special attention is given in the classroom to insure the 


best possible results. Job analysis sheets covering the 
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duties performed by each student help to improve classroom 
instruction. Too much individual pupil guidance is guarded 
against so that the student will not be deprived from practice 


on essential machines. Pupils must know how to work under 


pressure and provision for productivity is provided in the 


classroom. Employable typing skills and speed are stressed 
at the beginning of the school year. Clerical aptitude tests 
are administered to provide guidance information and to 
accustom students to taking tests. Through a testing program 
the pupils gain confidence and efficiency. Also an incentive 
to do satisfactory work and to take the Federal and state- 


office employment tests is created by such a program. 


Wilmington High School,! for the last eighteen years has 
provided part-time work experience for the seniors in the 
business department. The second semester of the office prac- 
tice class is divided into two groups, one spending alternate 
two weeks in the classroom and the other working alternate two 
weeks in business offices. At the end of each two-week em- 
ployment period the employer fills out a report sheet that is 
used as a basis for remedial instruction during class periods. 
See Appendix C for the report form that has been used success- 
fully in the Wilmington co-operative training program. Stu- 
dents find some of the positions, but many are found by the 

1. Haines, William E. “Organizing a Co-operative Part- 
Time Business Education Program for the Secondary School." 


Eastern Commercial Teachers Association, Fourteenth Yearbook, 
1941. P, 279-292. 
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co-ordinator. Students work with and without pay and it is 
felt that both offer excellent work experience. The 
co-ordinator makes certain that the pupils are not exploited 
and also that each company understands that these pupils are 
trainees and not skilled workers. Frequently the student is 
given a permanent position in the company when he graduates 
from high school. 

The business men of Wilmington are approached with the 
idea that it is the place of business to take a part in the 
education of the pupils for vocational office training. [In 
organizing and administrating the program, the following 
problems are encountered: 

1. Selling the idea to the business men. 


2. Providing for those unsuited to enter the 
offices without further training. 


5. Organizing weak points in instruction that 
are necessary on the job. 


4. Solving legislative problems. 
5. Readjusting the high school program. 


6. Gaining full cooperation of students, teachers 
and administrators. 


Dayton Co-operative High School,?+ Ohio is a separate high 
school devoted entirely to co-operative training. Industrial 
arts part-time work was started in 1926. The first year the 
class consisted of 18 girls, but by 1940 there were over 250 


1. Riegel, Gladys M. "Co-Operative Business Education 
in Dayton, Ohio." American Business Education Digest. Decem- 
ber 1944. Ps 74-76, 91. 
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boys and girls enrolled. During World War II the school was 
unable to supply the demand for co-operative students. 
Sometimes students fill in when extra help is needed, but 


ordinarily two pupils alternate for a period of two weeks in 


one position. At first the trainees were taken from the 


eleventh and twelfth grades, but at present they include the 


tenth grade. 

In order to be admitted to the co-operative high school, 
the pupils must fulfill the following requirements: 

1. Complete at least one year of high school. 


2. Show an interest and aptitude for the vocation 


selected. 

S. Secure the consent of their parents or guardian. 

4. Possess an adequate personality. 

5. Show maturity for the choice of their vocation. 

Special attention is given to the advisory committee in 
order to make certain the plan functions successfully. The 
advisory committee consists of the superintendent, local busi- 
ness men, and Federal and State Boards of Vocational Education 

Skilled instructors must have experience in their parti- 
cular field. Although non-skilled instructors are not 
required to have experience, it is desired that they have had 


some previous business experience. All teachers possess high 


school certificates as well as special vocational certificates 
The co-ordinator is required to have practical experience. It 


is his duty to counsel each student during his entire school 
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| uation. 


program. 


Frequently graduates return for advice after grad- 


In addition to guidance and placement, the super- 


‘ | visor visits the trainees to determine how well the program 


1. 


Ze 


3. 


4. 


5. 


7. 


l. 
2. 
5. 
‘ 4. 


is operating. 
Some of the most important advantages found valuable to 


the students in this program are: 


Opportunity for all to choose, try out, and train 
for the vocation desired. 


Individual attention is given to developing native 
ability. 


Money earned sometimes enables pupils to complete 
their training whereas otherwise they might drop 
out of school. 

Development of initiative and self-reliance. 


Training in the knowledge of policies and stand- 
ards of the company. 


Increased interest in classroom work because of 
a felt need for the instruction. 


Clearing house on information for business 
graduates. 


In addition, it was found that part-time training was an 
advantage to employers for such training provided the follow- 


ing benefits: 


Trained workers for the positions. 


Reduction of turnover because of misfits. 


Reliable placement service in the school. 


Promotion of trainees to experienced workers. 


However, in order to make a training program work, the 


co-ordinator must visit each student while he is working so 
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that he is given the best possible knowledge of the local 
offices. This procedure should also produce a more worthwhile 
and effective guidance and counseling program. As a result of 
this supervision, further instruction oncertain phases of the 
work may be found essential. 

Spring Valley High School,? New York started a co-operative 
training course as an experiment and it is now permanently 
established in the curriculum. The local offices were willing 
to allow the senior girls to work part-time in the offices in 


order that they might gain experience on the available office 


machines. Although the companies were not in need of addi- 
tional help, they were willing to cooperate with the school 
so that the graduates would be able to have some training on 
office machines. Two students assumed duties in each company 
and alternated every two weeks for an eight-week period. MThe 
girls worked from one to five in the office without pay. It 
was found that February and March were the best months for 
engaging in a work-experience program. Work was established 
in several types of concerns and the work was varied on each 
job. Each pupil was placed according to her ability to ful- 
fill the duties to be performed in each office. Upon return- 
ing to school, the first day, the office practice class was 
devoted to a discussion of problems and work activities each 


pupil encountered on the job. A report sheet was also sent to 


1. Ellis, Zaida A. "Business Co-operates With a Small 
High School" ‘The Business Education World. May 1945. 
:. 476.298, S.-C 
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the school at the end of each work-period. See Appendix D for 
a copy of the report form used at Spring Valley. Next year 

the school will try to improve the effectiveness of the program 
by listing the duties that each student should come in contact 
with before graduation. This sheet will be submitted to each 
employer who will check the general office duties that each 


pupil performs during the four weeks at work. As far as possi 
ble the company will make provision for these duties sothat 
each student will receive the most desirable work experience. 

Oneida High School,+ New York has solicited the coopera- 
tion of the school and the business men in order to improve 
their secretarial classes. At the outset the school sent a 
questionnaire to all employers in Oneida to determine the 
following: 

1.. Type of worker desired. 

2. Kinds of office machines used. 

5. Criticisms of graduate employees. 

See Appendix E for a copy of the questionnaire. As a 
result of the survey, seventy-five per cent replied. It was 
found that the school was unable to supply the desired office 
machines. Therefore the sales manager of the largest office 
in Oneida expressed his willingness to cooperate with the 
school by allowing students to work part-time. Students worked 
half a day in the office under a supervisor or department head 

1.Weiner, Esther. “Apprenticeship Training in Secretarial 


Practice.” The Business Education World. January 1940. 
P, 4135-415, 
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From this beginning, a dozen prominent business men were 
invited to discuss apprenticeship training. The high school 
principal explained the plan and the sales manager, who had 
been so cooperative, explained the advantages of such a plan. 
Seventeen girls were placed as a result of this meeting and 
the following types of jobs were established: 

1. Assuming entire charge of the office. 

2. Working under a supervisor. 


5. Starting in a department of primary interest and 
then shifting to another department. 


The group was divided into two groups each reporting on 
alternate days. The trainees were further divided into the 
following classifications: filing clerks, bookkeepérs, stenog 
raphers, secretaries, and mimeograph operators. At the end of 
the year the co-ordinator submitted a complete report of the 
work of each pupil to the school. 

From the rating schedules filled out by the employers, 
the following significant comments were noted: 


1. A desire to please, and work quietly and indus- 
triously. 


2. Lack of initiative and need for more practice 
and training. 


5S. Need for instruction in correct methods of 
sitting and standing. 


Work experience is also provided for in the various 
school offices. Many schedules had to be changed so that 
students had their classes only in the morning and were free 


to go to work during the afternoon. 
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It was found that the business men were taking advantage 
of the high school employment service which resulted from 
co-operative training. Part-time work has proved satisfactory | 
for it has provided the following: 

1. Training that could not be done in the school. 


2. Employable students. 


5S. Better understanding by the business men of 
school problems. 


So far this digest of materials has included only arti- 
cles pertaining to the part schools are doing to develop 
training for office part-time work. It would be well to con- 
sider some of the views of some of the leading business educa- 
tors. 

Haines, Supervisor of Business Education, Wilmington, 
Delaware has done a great deal toward encouraging co-operative 
training in the high school. He has written extensively for 
The Business Education World. These articles have brought 
before many business educators some of the plans that have 
been organized for part-time training within the last few 
years. It is his belief! that only through actual contact with 
the office can a student really have a working knowledge of 
employment. Therefore, it should be the duty of the employer 
and the school to help bridge the gap between the office and 


the classroom. 


wet Haines, William E. "Co-operative Secretarial Train- 
ing. The Business Education World. April 1942. P. 703. 
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Nichols,+ Professor emeritus of Harvard University be- 
lieves that this is an essential and functional part of voca- 
tional business education. He does not advocate any particular 


schedule for use in the schools, for he feels that the needs 


of the community should be the deciding factor. Although any 


kind of work experience is valuable, our objectives would be 


at a loss unless the program provided definite training and 
provision necessary for office work. 

Kibby, © Chief, Bureau of Business Education, California 
State Department of Education says co-operative part-time 
classes are the best procedure for high school pupils to secure 


experience before graduation and employment on the first job. 


This training provides for a co-ordinator who helps the stu- 
dents to obtain the essential habits and attitudes which 
cannot be properly taught in the classroom. | 


Raymond C. Goodfellow, ® Director of Business Education, 


Newark, New Jersey also realizes the actual values that may be 


derived through work experience. Business educators are becom 
ing aware of this type of training, but there are still far | 
too many business educators and administrators who do not feel 
that we are ready to organize such a program. Thus, it is the 
responsibility of the individual business educator to help 

1. Ibid. P. 703. 

2. Ibid. P. 703-704. 


3. Ibid. P. 704. 
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establish such a treining so that others will be convinced of 


the value and need for co-operative training. 


Jack Milligan, - Chief of Business Education Division, 


Michigan State Board of Control for Vocational Education feels 
that our best means of securing “practical education" is 
through work experience. Many have criticized schools for 
giving too much training in skilled subjects and not giving 
sufficient attention to the training for the adjustment of the 
individual after he graduates. Thus, work experience should 
help remedy this problem. However, the training program must 


be one with a definite value to the pupil and one which will 


correspond to his school course. Since the company equipment 
is used, this type of training might eliminate expensive 
equipment. Also, classroom instruction should become more 
interesting for the pupils. - 
Dr. Hamden L. Forkner,“ Director of Business and Voca- 
tional Education, Columbia University, believes that although 


some pupils can make the necessary adjustment between the 
| school and the office, many are unable to do this unless some 


form of part-time work is provided for in the school program, 


This training will add to the interest of the pupils and in- 


crease their desire to learn, 


Dr. Earl G. Blackstone? Professor of Commerce and 
1. Ibid. P. 704-705. . 


2. Ibid. P. 705. 


S- Ibid. P. 705. 
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| Education, the University of Southern California thinks that 


co-operative training provides an incentive as well as expe- 
rience in addition to regular instruction. He points out that 
in order to be successful a well-organized program should be 
prepared so that the student will not be exploited, labor 
organizations will not cause trouble, and the training will be 
worthwhile. 

Dr. Paul "3S. Lomax, + Chairman, Department of Business Edu- 
cation, New York University, has had experience in organizing 
and managing co-operative part-time experience. He thinks 
this is the best means students have of getting the required 
training and that every high school should attempt to establis 
such a program. He lists four essentials for a successful 
co-operative plan. They are: 

1. The school co-ordinator should be one who desires 

and knows how to deal with business firms effec- 
tively. 

2. The co-operative business concerns should be those 
that sincerely believe in the educational soundness 
of the co-operative plan and that will, therefore, 
take a genuine, intelligent interest in the students. 


3. The co-operative students should be those whoare 
judged acceptable by the business concerns. 


4. The participation of the students in the co-operative 
plan should be approved by the parents or guardians 
of such students. 

In order to get a better picture of co-operative training, 

it would be well toexpress the views of some of the business 


men who are acquainted with this type of training. 
Le Ibid. P.--705. 
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Carl H. McKenzie,+ Secretary-Treasurer, Pennsylvania 
Telephone Corporation, Erie, Pennsylvania feels that the future 
of business education is going to rest primarily upon the 


cooperation between schools and business. At present the 


National Office Management Association (NOMA) is very active - 


in organizing more successful co-operative plans. Where such 


programs have been established, they have been effective in 


giving the business men a better picture of school procedures 


and problems. The National Educational Committee of the 


National Office Management Association recommends: 


1. Improvement of training in office activities--the 
three C's. 


2. Improvement of training in operation of business 
machines. 


3. Establishment of a short intensive course in busi- 
ness law. 


4. Establishment of a vocational guidance department. 

5. Appointment of a Director of Business Education for 
closer cooperation between business educators and 
business men. 


6. Establishment of sub-committees to study and report 
on specific problems such as: 


a. Opportunities for employment 

b. Job analysis 

c. Present instruction 

d. Student selection and certification 


e. Qualifications, placement and follow-up 
progrems 


1. McKenzie, Carl H. "Cooperation Bewteen Business and 
Education." The Journal of Business Education. June 1946. 
P, 11-12. 
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In addition, the committee offers the following as an aid 


in further developing a program of cooperation: 


1. Scheduled visitations to observe actual office 
operations. 


2. Short talks on employment needs of business offices. 
35. Employment of teachers during summer months. 
4. Use of business men as teachers. 


Louis Keck,+ of Streitmann Biscuit Company, Cincinnati, 


Ohio feels that schools and business need to cooperate. How- 
ever he believes that the development of standard requirements 


for all positions would qualify pupils for the job. The Office 


| 


Managers Association surveyed seventy-five managers and super- 


visors who rated 193 employees who had graduated from the 


Cincinnati public schools. The purpose was to make a compari- | 
son of how each graduate had been rated in school with his 


employer's rating. The following results were found: 


1. Those who had stenographic training in school were 
found to be the most successful. The office machine 
operators were fairly successful although some had 
not been completely trained or did not receive any 
training. The clerical worker usually did not have 
training and was not so successful. Frequently these 
employees were found to be drop-out pupils. 


2. Those who had been trained in school were rated 
higher on the job, and those who were untrained were 
rated at the bottom. 


5. There was a definite relation between personality 
traits and the work they did on the job. Also there 
was a noted significance that traits in the classroom 
are usually the same as those found on the job. 


1. Keck, Louis. "Cooperation Between Business and 
are sash The Journal of Business Education. May 1946. 
e 9-ll. 
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As 


a result of this plan, the following recommendations 


were suggested: 


Ls 


In 


between 


7. 


More careful selection of employees in regard to 
personality traits. Seeking information through the 
schools before hiring. 


More attention to pupils not engaged in the steno- 
graphic field. Need people trained in such things 
as filing, duplicating, machine operation, etc. 
addition, the following suggestions for cooperation 
the school and the employer were made; 

Business education teachers should visit offices. 


Office managers should visit the schools. 


There should be a joint committee between schools 
and business organizations. 


Development of student efficiency. 
Ability to work under pressure--meeting a deadline. 


Business should cooperate with educators. Teacher's 
salaries should be high enough to obtain the best 
teachers. 


Insufficient typing requirements for business. 
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CHAPTER III 


PROCEDURES IN ESTABLISHING THE 
SUFFIELD CO-OPERATIVE PROGRAM 


In order to establish and administer a program of work 


education and co-operative office training, it was necessary 


to employ the following steps and procedures: 


1. Before attempting to establish a work-experience | 
plan at Suffield High School, it was essential to | 
learn more information about the following: | 


a. Value of a co-operative part-time program 
for the 


(1) members of the office practice class 
(2) sehool 

(3) «community 

(4) business establishments 


b. How to incorporate such a plan in the 
curriculum 


c. What other schools were doing to promote 
co-operative training 


d. Evaluate the effectiveness of plans already 
in operation in high schools 


e. Learn something about the Federally aided 
programs for work experience. 


f. Gain a knowledge of the attitudes of business 
men and educators toward such a program 


2. Perusing most of the following business education 
magazines since 1940 to determine and evaluate the 
effectiveness of existing programs in order to 
establish a work-experience program in Suffield, 
Connecticut. 
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a. The Business Education World 
| b. The Journal of Business Education 
@ | c. American Business Education Digest 
d. Business Education Digest 


e. The Balance Sheet 
3. Studying the following Commercial Yearbooks in order 
to determine what has been done and is being done in 
the field of co-operative training. 
a. Eastern Commercial Teachers Association 


b. National Business Teachers Association 


ce. American Business Education 


4. Employing the following methods to obtain other 
sources of information on the subject. 


a. Education Index 
b. Library Card Catalogues 


ce. Bibliographies and footnotes of the various 
articles read 


5. Discussing the problem with the superintendent of 
schools in order to secure his cooperation and inter- 
est. 


6. Contacting the personnel manager of the Hartford 
Fire Insurance Company and the Hartford Accident and 
Indemnity Company. 


7. Securing the full cooperation of the principal and 
teachers, 


8. Visiting the insurance company to become acquainted 
with the building and to establish a plan for a 
work-experience program. 


9. Preparing information for a plan for Suffield and 
presenting it to the Suffield Board of Education. 


10. Acquainting the pupils and parents with the work- 
experience plan. 
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ll. Completing the preparations for the organization of | 
the program. 

12. Preparing an evaluation form to be used as a report 

sheet at the completion of each period of work. 


13. Visiting the company to determine the progress of the) 
students, and to discuss their work with the various | 
department supervisors. | 

| 

14, Discussing the evaluation forms with students, and } 


in some cases the supervisors. 

15. Determining the value derived from the work-experienc, 
plan. | 

16. Securing insurance forms, pamphlets, application 
blanks, letters, and other available materials that 
might be valuable in the classroom. 


17. Analyzing the numerous 4nSurance office duties and 
breaking them into minute detail. 


In order to obtain this information it was necessary to 
spend considerable time reading and locating material in the 
library. An abundance of information was found by looking 
through business education magazines. First, each magazine 


index was checked to see if there were any articles bearing 


on the subject, and then the articles were read to determine 
whether or not there was anything pertinent to the problem. 
It was found that The Business #ducation World offered the 
most valuable information on what the sechools are doing in 
co-operative training. 

The following commercial yearbooks were found to be 
extremely helpful: 

The American Business Education Yearbooks 


National Business Teachers Association Yearbooks 
Eastern Commercial Teachers Association Yearbooks 
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Further information was found by looking under office 
practice, work-experience, part-time work, or co-operative 
training in the Education Index in order to find further 
articles on the subject. Another excellent source of infor- 
mation was reading the various articles or books referred to 
in footnotes and bibliographies found in the materials read. 
Still further information was found by checking the library 
card catalogues. 

As articles and materials were read, the important facts 


found were jotted down on library index cards. This method 


was extremely valuable for these cards could be handled easily 


and sorted according to desired topics. On many cards notes 


were written commenting on the article or suggesting that 


certain portions might be reread or studied at a later date. 
These cards were also used later in compiling the bibliography 
and typing footnotes. 

After reading the first two chapters of this paper, the 
superintendent and Senior English teacher were very much inter- 


ested in the project and wondered how the plan could be put 


into operation. Consequently the superintendent's cooperation 
was sought in recommending someone in the insurance field who 
would be willing to discuss the organization and set-up of the 
insurance business and also the possibility of establishing 


a co-operative school work program. 


Mr. McAlister, superintendent of schools, contacted the 


president of two Hartford Insurance Companies--Hartford Fire 
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Insurance Company, and the Hartford Accident and Indemnity 
Company. As a result, Mr. Ronald Young, personnel director 

of the company,came to the school to discuss the prospects of 
such a plan. Although the company was not in critical need of 
help, Mr. Young believed that such a plan might prove to be 
ideal and well worth trying as an experiment. After consider- 
able discussion it was decided by Mr. McAlister, Mr. Young, 
and the writer to establish three or four jobs in three or 
four different departments of the company in order to insure 

a variety of tasks and work information. 

Each group of three or four pupils would be employed full 
time for a period of two weeks and at the end of that time 
they would return to school for four weeks. Following the 
first two weeks, another group of students would work in the 
insurance company, and then a third group would assume the 
duties for the next two-week period. Upon the termination of 
the third group, the first group would return to work and each 
one would enter a different department from the one he had 
been engaged in previously. This procedure would be followed 
until the complete business cycle, from the secretarial point 
of view, was completed. Thus, everyone would have an oppor- 
tunity to work in each department at least once during the 
work-experience program. 

The students were to be paid fifty-five cents an hour 
for this work. Further, it was agreed that the company would 
be under no obligation to continue with any of the pupils if 
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for any reason they did not prove satisfactory. If it was 
found that the plan did not prove worthwhile, the school, and 


also the insurance company would feel free to discontinue the 


experiment. 

During the next few days Mr. Young said he would discuss 
the plan with several of the department heads with the idea 
of the possibility of creating three openings in departments 
where a variety of jobs would be found. In the meantime the 
writer would acquaint the pupils of the office practice class 
with the idea and build up interest and enthusiasm. Also the 
cooperation of the principal and English and law teachers 
would be obtained in order to establish a desirable work- 
experience program. 

The next day three pupils who would definitely be able 
to have the opportunity of work experience were approached 
individually about the plan. Although they had not been 
told they were to be paid for their work, the students were 
very enthusiastic. Each student believed that his parents 
would approve the plan and that it would be possible for each 
one to secure transportation to and from work. 

When the plan was presented to the class the following 
day, there was a great deal of interest and enthusiasm. Since) 


there were to be only nine students selected from the fifteen 


members of the class, many were disturbed over the prospect 
of not being able to participate. The pupils in their dis- 


cussion brought out some of the following important obser- 
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vations: 
1. Ability to gain experience 
2. Provision for make-up work 


5. Recommendations for future positions 


4. Obligation to stay with the company | 

5S. Variety of work to be done 

One noticed a new interest and responsibility on the part 
of the students in their classroom work. There seemed to be 
an incentive to do more and better work as well as to assume 
a better spirit of cooperation. 

A meeting of the superintendent, principal, and English 
and law teachers was scheduled. At the meeting everyone agree 
that the plan should definitely be given a trial and that each 
would be willing to give his full cooperation to help make the 
plan a success. Furthermore, the teachers said they would be 
willing to make their lesson plans two weeks in advance so 
that the pupils would know what work was being covered during 
the time they were at work. Also, it was decided that during 
the four weeks the workers were in school they would be 
allowed to use some of their office practice periods for 
make-up work. In order to select the students each teacher 
planned to watch the members of the class more carefully in 
order to determine whether or not their work improved and who 
they believed could be trusted to make up the work missed. 
Before the meeting closed, the three pupils who would start 


working the first week were chosen. A suggestion was made 
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that the parents of these three students come to the school 


to discuss the plan and also to give their consent. This idea 


was later thought unnecessary and was not carried out. 


Several days later a visit was made to the insurence com- 


pany. Mr. Young in the meantime had secured the enthusiasm 


and cooperation of several of the department heads. Realizing 


the purpose of the plan he set up the duties of each job in | 


order that each one would be diversified and would not exploit 


the pupils. Four jobs were established in place of the three 
originally intended. Since the transportation charges from 
Suffield to Hartford would be quite high, the company decided | 


to pay sixty cents instead of the proposed fifty-five cents 


an hour. 


Before consulting with the various department heads, a 


tour of the building was made. This brought out the immensity | 


of the company and also showed the diversity of work that migh 


be encountered while working in the office. 


Miss Finley, head of the stenographic department at the 


insurance company, was very cordial and anxious to provide 


work which would be suitable and advantageous for high school 


pupils. The tasks performéd in this department would include 


typing numerous forms, letters, etc., duplicating and using 


carbon paper. In addition the worker would become acquainted 


with the knowledge and use of the Electromatic typewriter, 
Linotime copyholder, end the dictating and shaving machines. 


In order to help the students become familiar with the insur- 
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ance vocabulary, the department head offered the writer severa 
pamphlets on terms commonly used in the fire insurance 
business. 

Mr. Robinson, manager of the Inland Marine department, 
was anxious to cooperate and provide worthwhile training for 
high school pupils. The purpose of this department is to in- 
sure property not on water such as jewelry and furs. The 
worker in this department would be engaged principally in cee 
ing records which would entail sorting end filing daily 
reports, and, at times, might assist with the recording of 
Reporting Form Policies. Also, there was the possibility that 
the person might be able to help the examiners. This task 
requires responsibility and accuracy. 

Mr. Mann, manager of the accounting department, was also 
very much interested in the plan and was very cooperative in 
planning work that would give the students a variety of tasks. 
This work also required a great deal of accuracy. Some of 
the duties to be performed in this department consisted of 
using the adding machine, the ten-key comptometer, and check- 
ing work and filing IBM cards. Since we do not have any 
equipment for filing IBM cards, Mr. Mann suggested that the 
school contact the International Business Machines Corporation 
in Hartford for he felt that the company would be glad to rent 
the necessary filing equipment to the school. This was an 
exceptionally good suggestion for most, if not all of the 


insurance companies. use this form of filing in some sections 
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Miss Osbourne, head of the reinsurance department, was 
willing to cooperate with the school. This department is a 
separate section which provides a place where insurance com- 
panies distribute among other companies the excess liability 
above the amount which the original company desires to retain. 
Work in this department would require making out endorsements, 
filing signed endorsements, figuring premium proportions using 
the Sundstrand electric ten-key calculator, and typing forms. 
In this department filing would be done by: 

1. Alphabetically by insurance company 

2. Number of policy 

In addition to the above-mentioned work, the pupils would 
be exposed to a Friden all-electric calculator. 

After visiting the various departments, Mr. Young talked 
more about the plan and a further discussion of the following 
items was considered before work could be started: 

1. Labor laws 

2. Birth certificate 

5. Working papers 

4. Social Security 

5. Application blanks 

6. Employee evaluation sheet 

As soon as the school was ready to start the program, the 
school was to notify the company and application blanks were 


to be forwarded so that this would save time when the groups 
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reported for the first time. 
The following day, Dr. Rowe of the Boston University 


Graduate School very generously offered to go over the plans 


that had been tentatively made and offered several suggestions. 


It was thought that so far everything was satisfactory, but 


the following should be carefully considered before any plan 


was organized. 


The possibility of establishing five tasks so that 
all pupils could be given experience. Although 
some were poor, this should be explained to the 
company. _ Further, if only three people were not 
allowed to work it would undoubtedly have a ser- 
ious effect on those not selected. 


The necessity of securing the cooperation of the 
English and law teachers and making them realize 
that the value derived from such experience would 
be far greater than what they would ‘gain in school. 


The possibility of using office practice periods 

to make up work missed. Students would undoubtedly 
work on machines, etc. that they knew they would 
need practice in later. 


The presentation of the work-experience plan to 
the class and discussion of such important things 
as getting along with people, dress, personality, 
responsibility, accuracy, and informality on the 
job. 


The necessity of visiting the pupils frequently 
while they are at work in order to find out how 
each one is getting along. Also to find out 
where each can be helped and to give advice or 
encouragement where necessary. 


The following three pages contain copies of material that 


2) 
1é 
2. 
3. 
4, 
5. 
2, 


were duplicated and presented to the Board of Education for con- 


sideration in approving a co-operative work-experience plan in 


Suffield High School. 
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SUFFIELD HIGH SCHOOL 
CO-OPERATIVE WORK-EXPERIENCE PLAN 
Plan 

Twélve senior members of the office practice class will 
participate in a work-experience program at the Hartford Fire 
Insurance and Hartford Accident and Indemnity Company. The 
three remaining members of the class have asked to be excused 
from the program. 

This plan will allow each pupil to work full time (8:30 
to 5 with three-fourths of an hour for lunch) for two weeks 


and then return to school for the next four weeks. During the 


four weeks in school the pupils will make up work missed in 
other classes. | 

The class will be divided into three groups of four 
pupils. The groups will rotate by working two weeks at a 
time. The company will establish jobs in four different de- 
partments so that at the beginning of each two-week training 
period, the students will be placed in different departments 
until each has completed the cycle. 

Work Experience 
A wide variety of tasks will be assigned to each student 


so that he will receive an excellent picture of how an insur- 


ance company operates. Also, it will help the pupil determine 


what type of work he is most interested in and thus he can 


build his skills along these lines. This training will enable 
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each one to make the necessary adjustment between the ordinary 
classroom and work in an office. 

4) The following departments have expressed a willingness to 
cooperate and have assured the school the following valuable 
experiences: 

Stenographic Department 
le Typing various forms 
2. Constant use of carbon copies 
3. Stenciling and mimeographing--A. EB. Dick machine 


4. Typing and running off master copies on the 
Standard Fluid Duplicator 


5. Using the dictaphone 
6. Becoming acquainted with other office equipment as: 
a. Office punch 
b. Electromatic typewriter 
Cc. Copyholder 
Inland Marine Department 
1. Keeping records 
2. Sorting and filing daily reports 
5. Assisting with the recording of report form policies 
4. Assisting examiners 
5. Learning forms familiar to the department 
Accounting Department 
<> 1. Using the adding machine 
2. Checking work 
5. Filing IBM key punch cards 
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6. 


After the school board approved the work-experience plan, 


\) 


class. 


sent out. 


a letter was mailed to the parents of the office practice 


The following page is a copy of the letter that was 


Getting acquainted with various forms in the depart- 
ment 


Assisting workers where possible in their work 
Reinsurance Department 

Making out endorsements 

Filing signed endorsements 

Figuring premium proportions 

Typing departmental forms 

Using the Sundstrand ten-key electric calculator 


Observing the use of the Friden all-electric 
calculator 


Supervision 


Frequent visits to check students while they are 
at work 


Check progress of pupils with the four department 
heads 


Findings recorded on individual permanent records 


Plan for better coordination between school work 
and work-experience program 


Discussion and guidance individually and in groups 


Report sheet to be submitted by department heads 
to school at termination of every two-week period 
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| LETTER TO PARENTS OF OFFICE PRACTICE STUDENTS 
| November 13, 1946 


the cooperation of the Hartford Fire Insurance Company and th 
Hartford Accident and Indemnity Company in providing a work- 
experience program for the senior office practice class of 
Suffield High School. 


Although the school is doing the best it can to train 
the pupils for office work, such a plan will provide the 
following essentials that cannot be fully realized in any 
classroom: 


The school has been very fortunate in being able to secu 


1. Actual work experience in an office 
2. Familiarity with insurance organization 


3. Guidance for future job placement 


4. Discovery of individual needs, interests, 
aptitudes and abilities 


5. Determine vocationel skills needing further 
practice 


6. Develop occupational adjustment, correct 
attitudes and personality 


7. %&Increase motivation 


This program will be supervised to see that students are 
not exploited. The supervisor will see that one is given a 
working knowledge of an insurance company and thus enable him 
to determine the type of work he will most likely want to 
follow when he graduates. Also, the employer will submit to 
the school a report sheet which will be used for guidance 
purposes. 


School credit will be given for this work and the stu-. 
dents will be paid sixty cents an hour by the insurance 


companies. 


At a meeting of the Board of Education held last night, 
the plan explained in this letter was approved. If you object 
to this plan, please telephone for an appointment or come to 
the High School. 


Very truly yours, 
> as UE R. D. McAlister, Superintendent 
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The Suffield Board of Education did not question the ull 


| but felt that it should be given a fair trial on an experi- 


| 
mental basis. After the board authorized the program, each | 
| member of the class was given an Serie eae te to express his 
opinion. Several said they would be unable to participate and | 
offered the following reasons: 


1. Working in a warehouse and father did not want 
him to leave. 


2, Working, but plans to work on the farm after 
graduation. 


3. Transportation problem and not interested in 
office work. Intends to be a dental hygienist. 


4, Transportation problem. 


5. Working, but willing to participate after the H 
Christmas vacation. i 


6. Working after school and psrents felt she could 
not afford to miss school work. 


7. No reason given, but probably leziness. 
At an open house held at the high school there was an 
opportunity to talk with three of the parents about the pro- 


gram. This was fortunate for it was possible to enlighten 
several parents about the purpose and significance of the plan. 


Just before the first group started work, each member of | 


the office practice class was given a check list like the one 
on the following page. The purpose of this check sheet was to 


furnish each pupil with the information and instructions that 


were thought pertinent in getting started at work and also in 


continuing with the work more efficiently. 


Boston University 
School of Education 
__~ Library — 
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V. 


workers, or your teachers? 


SUFFIELD HIGH SCHOOL 
Student Check List 
Co-operative Work-Experience Program 


Company: Hartford Fire Insurance Company 
Hartford Accident and Indemnity Company 
690 Asylum Avenue 
Hartford, Connecticut 


Appearance: See Personality Chart 
Take the following with you when you report for work: 


Application blank filled out 

Social Security blank filled out 

Working papers 

Pen, filled; pencil, one or two sharpened 
Typewriter eraser 

Pocket .dictionary or glossary 


Report at 8:15 a.m. at the reception desk on the right-)| 
hand side of the building as you enter. Ask for Miss 
Franzen who will introduce you to your department super 
visor. 


Stenographic: Miss Finley 

Inlend Marine: Mr. Robinson 
Accounting: Mr. Terrell 

Reinsurance: Miss Osbourne 

Check the following items frequently: 


Are you anxious to please your supervisor? 


Are you open to suggestions? 


Do you follow instructions although they may be con- 
trary to the way you may think they should be done? 


When you are given a task, do you accept and carry 
it out easily and efficiently? 


If you have difficulty in your work do you look for 
help from your supervisor, reference books, your co- 


Do you keep: all information confidential? 


Is your voice quiet, clear, and sincere? 
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In addition to the check list, each person was given a 


personality chart which was prepared by the Transcription 
Supervisors! Association in New York City in August 1937. 
This was accepted with a great deal of interest and enthusiasm 


by the class. A worthwhile discussion followed for the topic 


was vital and essential to their new venture. See Appendix 
H for a copy of the Personality Chart. 


The insurance company forwarded application blanks, 


blanks necessary for those who needed to secure working papers, 
and Social Security application blanks. Before the students 
left school, all the necessary blanks were properly filled 

out in order to eliminate these routine duties before they 
actually started work. 

Since some students found it necessary to use the bus or 
train in getting back and forth from work, it was necessary to 
inquire about obtaining student tickets. 

In order to determine how well pupils were making out 
and to obtain information for further guidance purposes, a 
report sheet was worked out. At the completion of each work 
period, the employer mailed a completed report sheet to the 
school so that the school supervisor would have a report of 
the progress of the work of each student. Later this report 
sheet was discussed with each individual so that he would 
learn of his weak and strong points, and also aid him where 
possible in improving his employability. A sample of the 
report form used will be found on the following page. 
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SUFFIELD HIGH SCHOOL 
Employer's Report Form 
Co-operative Work-Experience Program 


To be filled in by the student: 


Name Department 
Employed from 19s ony fie bOs t: 


Duties performed: 


To be filled in by the employer: In order to assist the 
school to provide more adequate training and to maintain bet- 
ter guidance on the part of the school, your constructive 
criticism will be greatly appreciated. 


Skill or Trait Above Below 
Average Average Average 


Typewriting 
Machine Operation 
Arithmetic 
Handwriting 
Filing 

Accuracy 
Appearance 
Adaptability 
Ability to Learn 


Cooperation 


Dependability 
Rapidity 


Comments: 
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After the school board approved the plan, an article was 
published in one of the Hartford papers. Appendix I is a 
reprint of the article. This article was reprinted in one of 


the insurance magazines. Several months later the California 


branch office of the insurance company wrote to the co-operati g 
insurance company asking for further details of the program. 


The company replied stating the plan was proving very satis- 


factory and told a little about the program and a few of the 
difficulties that had been met and solved. 

The personnel manager of one of the other Hartford 
insurance companies also made a visit to the school and later 
sent the Dean of Women to the school to talk with the members 
of the class. Mr. Palkot, the personnel maneger, expressed 
the desire to cooperate with the high school in establishing 


such a program with the company another year. 
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CHAPTER IV 
SUFFIELD OFFICE PRACTICE CLASS AT WORK 


Two groups of four students started work as planned. Due 
to personal problems, illness, and transportation difficulties 
during bad weather, it was later thought advisable to con- 
tinue with only one job--the stenographic department. When 
this suggestion was presented to the class, there was some 
opposition to the proposal. Consequently the students con- 
cerned offered another plan. They suggested that work be 
continued in two departments, but for only one week at a time. 
Most of the class felt that this plan was more advantageous, 
for the pupils found it rather difficult to make up two weeks 
work at one time and yet continue with their regular class 
work. Furthermore, incase anyone was unable to take his 
turn at work, several said they would be willing to substitute 
so that each department would have a worker at all times. 

This plan was agreeable to the company and has been working 
successfully since it was put into operation. Since some 
desired to work during vacations and others did not, vacations 
were omitted from the regular schedule and those who expressed 
a desire to work during vacations were allowed to do so. 

A day or two before each group started to work someone 
usually found out what the assignments for the following week 


would be so that they could start their make-up work before-- 
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hand, This routine seemed to work out quite satisfactorily. 

With only one or two exceptions all students proved very 
satisfactory on the job. It was found that some were more 
interested in the work done in one particular department. The 
stenographic and accounting departments were the two most 
interesting and popular departments and offered the widest 
variety of work. Also, these were the two jobs that were 
established for permanent work experience. However, where 
possible, the students were shifted to other departments to 
do miscellaneous work. Later some of the girls had the oppor- 
tunity of working in the claims department and the Pennsyl- 
vania department. 

It was found that most of the pupils made the adjustment 
from the ¢lassroom to the office quite easily. The students 
were very much impressed with the fact that the company and 
workers treated them so well and were so friendly toward 
them. Some felt that they did not want to return to school, 
but after the first few times they became adjusted to the 
transition and did not think any more about the matter. With 
only one or two exceptions each person was anxious to please 
the supervisor and looked forward to seeing their report 
sheets. It was also surprising to note that the students also 
looked forward to the visits from their instructor while they 
were at work. 

Two students had difficulty becoming adjusted. One of 


these students was a girl who appeared to be a poor student, 
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but proved to have more ability than expressed in school. She. 
was further handicapped by an undesirable home life. On her 
first job she did very good work, but this was not true the 
| second time she returned to work. After her first experience 
at work there was a noticeable improvement in her appearance, 
attitude, and personality. Also she seemed to acquire a sense 


of being able to do something worthwhile. However, her second 


job enteiled a great deal of filing and from the outset she 

| took an intense dislike to the work and became very moody and 
irritable. Although she was urged to make the best of the 
situation, she failed to do so. Upon returning to school the 


girl assumed a poor attitude and after several stormy sessions 


she was again willing to cooperate. Several weeks later when 


she was approached about returning to work, she said she did 
hot know whether she wanted to or not. If the work was some- | 
thing she was interested in, then she might be willing to 


return, but if not, she had no desire to continue with the 


program. Because of this situation there was some ill feeling | 
created among the others in the class which lasted three or 
four weeks. She assumed an assertive attitude and did a great | 
deal of harmful talk at the school as well eas at the company. 


Although her aspirations are to become a telephone operator, 


her work experience has proved that she has the ability to 


work efficiently with figures and therefore has been encouraged 


to enter a position where she can use this ability when she 


graduates in June. 
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Another girl had quite a little difficulty in becoming 
adjusted. This was not surprising for she possesses the 
inability to take criticism graciously and to carry out orders 
or instructions without getting discouraged or excited. She 
too did quite a bit of talking, but it was not malicious but 
merely a defense mechanism to cover up her own faults. For a 
while after she returned to school she assumed a poor atti- 
tude, but after several heart-to-heart talks she began to im- 
prove and cooperate very well. At present she is taking great 
interest in her work and striving to the best of her ability 
to make up class assignments. Through her work experience 
she has decided that she does not care for stenographic work, 
This is fortunate for she does not have the necessary ability 
to do the work well. However she is very much interested in 
her work experience and is anxious to work during her vaca- 
tions. It has also been noted that she is accepting sugges- 
tions and criticisms more graciously and also planning her 
work before attempting to perform the task. 

After learning how well the others were doing at work, 
one of the girls who had never participated in the program, 
decided that she would like totry working for one week in 
order to see if she had the ability to do the work. Later she 
confided that the reason why she did not want to work before 
was that she was afraid. This girl has made out very well and 
has expressed quite emphatically the great aid the program has 
been to her. She is alert to the possibility that jobs may 
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not always be as plentiful as they are now and has a definite 
interest in getting located in an office immediately after 
graduation. One significant factor should be brought out, and 
that is that this girl has a very low mental age, but in spite 
of it she does better work than the majority of students. 
Also, she felt that those who did not participate in the work- 
experience program were making a mistake. 

Several of the other girls also expressed the opinion that 
they felt that those who were not engaged in the program were 
unwise in not taking advantage of the opportunity. For Englis 
assignments many of the students wrote about their experiences 
at the insurance company. See Appendix G for one of the 
themes written by one of the above-average girls. It was late 
published in the school magazine. 

Some of the parents failed to fully understand the entire 
significance of the plan, for they assumed the attitude that 
the program were merely a paying job. In cases where marks 
were lowered, parents did not always consider theaactual 
reason for the change, but merely assumed that it was because 
they were working. One girl did not like to make up work 
missed. This was unfortunate for although she did well while 
she was at work, she would not assume the responsibility of 
meking up work missed. However, she could have gained a great 
deal from further experience, and at present is not working 
in school to the best of her ability. 


Another girl was so engrossed in outside activities that 
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she failed to do good work while she was at school. Since 


the privilege of work experience has been denied her, she is 


doing exceptionally good work and intends to be allowed to 


resume work after the next marking period. 

One of the two boys in the class is engaged in the pro- 
grem. He is a rather slow-motioned but bright boy and very 
willing to work. Also he needs to learn how to meet people 
and overcome some of his shyness. Although he is rather slow 
at work, he shows a great deal of promise for he does not take 
things for granted, and displays a great deal of initiative. 
Socially he is learning to meet and travel with people. One 
of the girls who usuelly trevels back and forth to work with 
him is helping him adjust to a more normal life. She has 
given him such pointers a on what side of the street* to walk 
when accompanying a girl, anc how to approach people. 

The above-mentioned girl at first assumed an attitude 
that she was a little hottes than the others, but she is grad- 
ually overcoming this and is trying very hard not to assume 
such a superior attitude. The reasons for her actions are 
that she is very anxious to do excellent work and make an out- 
standing place for herself in the world of business. However, 
she does very good work both in school and at the office. It 


is interesting to note that this girl hes offered several very 


good suggestions for improving the program next year. If she 
feels that she could be getting some more desirable and 


variable work at the insurance company, she does not hesitate 
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to ask for it. Her desire has always been granted and every- 
one speaks very highly of her. 

One girl who did superior work in the stenographic depart 
ment and good classroom work decided against the plan efter 
the first few times at work. Her excuse was that she had 
learned all that was necessary for her to know. uae. when 


she was persuaded by one of her friends to return to work, it 


was learned that the real reason she stopped the work-experienc 


program was that the girl who did so much talking had dis- 
couraged her from continuing. She is now continuing with the 
program and has asked to be placed in a job the next time 
where she will receive some experience in filing. This girl 


has superior mental ability, but is not willing to use it to 


the best of her ability. It is believed that she is dis- 
couraged at home from working in an office. Apparently her 
family is more interested in the amount of money she earns 
rather than her getting established in office work. 

As expected some of the work duties proved to be very 
fascinating while others were tedious. However, each indiv- 
idual learned to take the work as it came and to put forth 
his best effort to do the work as well as he could. 

It is interesting tolisten to some of the discussions 
about many of the happenings and activities at the insurance 
company. Although no one from the office practice class had 
the opportunity to take dictation in the office, they were 


interested in watching the dictation procedures. The students 
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were impressed with the fact that the dictators spoke slowly 
and were willing to assist the workers if they had difficulty 
with their notes. Also the pupils observed that if the 
transcriber could not make out his outlines he would ask the 
other workers in the department to assist him in transcribing 
his notes. 

In order to find out how the pupils have reacted to the 
program, they were given an opportunity to express themselves. 
The following answers were given to the questions asked: 

What have you gained through your work-experience? 

1. Idea of what an office is like 

2. Better understanding of business organization 
3. Self-confidence 

4. Better work habits 

5- Sense of responsibility 

6. Better business attitudes 


7. Ability to apply what is learned in school with 
the tasks found on the job 


8. Ability to meet and work with older people 
What further school training could have helped you on the 
job? 
1. Use of four or five carbon copies 
2. More erasing on carbons 
3e More typing of figures 
4. Arithmetic review 


5. Simple fundamentals of calculating machines 
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Whet suggestions would you offer for improving the work- 
experience program for next year? 
1. Greater number of jobs 


2. More responsibility for training on the part of 
company supervisors 


Se Detailed explanations of the reasons why they 
are doing the work 


4. Opportunity to work in a small office 


5. Opportunity to work in some other office besides 
insurance 


In discussing the program with the various work super- 
visors it was learned that they were all enthusiastic over the 
plan. Some went to the personnel manager and asked to have 
the students work in their department. This was especially 
true after two of the jobs were eliminated from the program. 
Other departments besides the first four, where the experience 
was started, later asked to have the high school pupils work 
in their department. This was excellent for some pupils, for 
a few of the members of the class were exposed to as many as 
six different departments. 

During one week that the groups did not report for work 
the company found that they were noticeably behind in their 
work. 

However, it was generally agreed among the supervisors 
and personnel manager that the students did receive valuable 
training and experience if for no other reason than that they 


had the opportunity to see what an office was like and how 
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to work with adults. It was felt that the plan provided the 


following: 

1. An aid in helping to get work done for the company. 

2. Making worthwhile contacts with students. 

3. Students acquired desirable work-habits. 

4, Each pupil learned whether or not he was interested 
in continuing with the insurance business. 

5. Some learned the particular phase of insurance which 
was of interest to them. 

6. Students made the necessary adjustment between the 


school and the business office. 


Discussing the matter further with Mr. Young, he agreed 


that the students not only had been a great aid to the company 


but that the program as a whole was worthwhile from the stand-| 


point of the company. He also offered the following sugges- 


tions for a program for another year: 


1. 


2. 


or 


All members of the office practice class participate 
in the program. 


Bach pupil should not be given the same job too 
frequently. 


More than one company be asked to participate in the 
program. 


The suggestion that everyone should participate was good, 


for then more jobs can be created giving everyone wider work 


experience. Then too, everyone in the class wili have received 


experience and would not have to resort merely to asking 


questions about work duties, etc. In order to be of the most 


value, everyone should be able to compare notes on the various 


jobs and techniques used at work. 
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Seniors today should assume more responsibility about 
carrying out their work obligations and duties. Perhaps this 
can best be obtained by seeking the cooperation and interest 
of the parents. Most seniors do not realize that times will 
change and that their present work habits and attitudes will 
be a serious handicap. Since many workers today do not have 
the correct attitude toward work, it is harder to impress high 
school students of the importance of desirable office qualifi- 
cations. However students must be reminded repeatedly of the 


many qualifications and why they are essential. 


Although some students were able to work in six different 


departments, others were only exposed to two or three. The 
work in the stenographic department is varied enough so that 
students at all times would not receive much repetition. This 
however is not true of all the departments. One of the stu- 
dents has made the suggestion that for another year one person 
in each department assume the complete responsibility of 
explaining the details and procedures of the department so 
each trainee will know the value and purpose of the work he 

is doing. Students can do better work and have a more vital 
interest in their work if they are told the purpose and reason 
for the job they are performing. Some departments assumed 
this responsibility, but others did not. The school can do 
more to acquaint the work supervisors with the real purpose of 


the program. 
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CHAPTER V 


SUGGESTIONS FOR IMPROVING 
FUTURE CO-OPERATIVE PROGRAMS 


For the coming school year the plan for he co-operative 
work-experience program should be changed so that some of the 
difficulties encountered this year will not be repeated. The 
following should be given careful consideration before another 


program is undertaken: 


1. Determining the time in which to start the program. 
2. Obtaining written consent of the parents. 
3. Requiring signed statements that pupils understand 


and realize the responsibilities and duties of such 
a program. 


4. Improving the present report sheet. 
5. Adapting the course to meet minimum requirements. 


6. Listing the general office duties that each student 
should be exposed to while at work. 


7. Submitting the above list to the employer to see 
that as far as possible each worker performs the 
duties listed. 


8. Training in typing and working with figures. 


the most desirable time to start a work-experience program, fo 


Probably the last of February or the first of March is . 


previous to this time it was found that colds and bad weather 
were a detriment to ideal working conditions. 
As many as possible of the minimum essentials for the 


course should be covered in the classroom prior to starting 
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the work program. If the minimum essentials are covered, then 
each student should be able to acquire confidence in his 
ability to perform the required work duties. A few of the 
essentials that should be covered prior to work experience are? 
1. Acquisition of 
a. Correct work habits 
be Ability to cooperate 
ce Pleasing personality 
de Ability to meet and work with people 
e. Self-confidence 
2. Knowledge of the following skills 
a. Carrying out instructions 
b. Handling materials efficiently 
c. Using carbon copies 
d. Learning the fundamental principles of filing 


e. Gaining the fundamental principles involved 
in working with calculating machines 


f. Typing and working with numbers 

Rather than work for two weeks at a time, it is sugges- | 

ted that one week be spent on the job and two weeks Sececeted | 
to school work. It was found that missing two weeks of school | 


made it very difficult to make up the work missed and to con- 


tinue with the new assignments. The one week at work and two 
weeks at school has proved to be far more satisfactory. 
In order that the parents understand the full signifi- 


cance of the program, it would be advisable to meet with the 
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parents and discuss the program. Also, it would be well to 
seek their cooperation in observing whether or not their son 
or daughter was doing his home-work assignments. In addition 
it should be the duty of each parent to cooperate in seeing 
that the responsibilities and duties of each student are per- 
formed to the best of his ability. A slip should be signed 
| by both the parent and the pupil so that they will both assume 
and feel a greater responsibility in carrying out the program. 

The present report sheet is too vague and does not give 
ample material upon which to base guidance and future instruc- 
tions. In order to improve the form it is advisable to break 
down or analyze the various jobs and establish a form based 
on the duties and tasks performed. Also a list should be 
made of general office duties and tasks that should be a part 
of each person's training. This list shouid, as far as 
possible, be included as part of the report sheet. Although 
all of these duties may not be found on every job, some pro- 
vision must be provided so that each worker receives training 
in all of the desired duties. 

Next year it is suggested that Suffield High School 


continue with a program similar to the one carried out this 


year. However, further changes and recommendations from those) 


mentioned above should be considered. 
At the beginning of the school year, the advantages of a 


work-experience program should be discussed in the classroom. 


This discussion should build up interest and initiative in 
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their school work and also create an interest in looking for- 


ward to such a program. With this in mind a satisfactory 


classroom laboratory should be created where stucents will be 


desirous of learning the minimum requirements for the course. 

In teaching a program with a work-experience program in 
view, problems should be presented in such a way that they 
can be discussed at home in order to build up the full signifi 
cance and actual purpose of the plan. It is absolutely essen- 
tial that pupils and parents realize that the purpose of the 
plan is not to get out of school work to earn money, but that 
it is a major part of their office practice training. Some of 
the important items that should be stressed are that such a 
program will help students to: 

1. Bridge the gap between work and school. 


2. Determine the type of work most interesting to 
each student. 


5. Learn what skills need further practice while still 
in school. 


4. Realize the responsibilities incurred by work. 

5. Provide guidance for improvement in future work. 

6. Develop correct attitudes and personality. 

Before any program is begun the pupils must also realize 
the purpose of the training and assume the responsibility of 
carrying out what is expected of them. Also the report sheet 
should be discussed carefully so that all understand the true 
meaning and value of such a form. A few days before the first 


group starts work everyone should be given a check list like 
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the one illustrated on page 52 and a personality chart like 
the one found in Appendix G. In order to be of the most 


value these forms must be carefully discussed during class 


periods. 

Through this year's program most of the students have 
jay a knowledge of the type of work they will be interested 
in persuing after graduation. As time progressed, pupils who 
had work experience learned to work more informally and yet 


more efficiently. Also they seemed to acquire more self- 


confidence and assurance as well as the ability to mature. 
This was not as true with those that did not ee oe in 
the program. It is interesting to note that many asked for 
criticisms and ways in which they might improve their work. 
It is therefore believed that the students that were engaged 
in the cosoperative work-experience program have definitely 
"bridged the gap" from the school to the business office. 
During class periods the trainees very frequently became 
interested in learning more about machines. Next year it is 
planned to contact the International Business Machines Cor- 
poration in order to see if students could receive training 


on filing key punch cards. This is advisable since the 


| school does not have any equipment and this system of filing 
, | is found in practically every Hartford insurance company. 
Students will receive credit as well as pay for the work 


done.in the office. An understanding will be made with the 
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company or companies that the school or the company will feel 
free to terminate work at any time if and when it is found 
advisable. If possible, work should be found in other compan- 
ies so that the students will gain a better knowledge of 
business organization. At least one other type of business 
and a small office should be included in the program in order 
to give a well-balanced co-operative training program. 

| If jobs had been established in more than one company — 
this year it is felt that work interests might have devaloped 
a little better. Some students are definitely interested in 
working in a small office. From the program it was noted 
that two were definitely guided away from the stenographic 
department. Neither of these girls are suited for this work; 
and it is well that they learned this before graduation. 

One girl as a result of her experience has been encouraged 

to continue in a job where she can work with figures. 

Through the use of the new report sheet a better system 
of guidance and instructional procedures should be maintained. 
Since these reports will be more detailed, it will be possible 
to determine many of the weak and strong points that were 
unobtainable from the present report sheet. 

It is pertinent that the co-ordinator must make frequent 
trips while the students are working in order that the best 
possible relations and program can be ascertained. Only 
through these visits can the company, the community, the 
school, the pupils, and the teacher best be served. The 
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company, through its supervisors and personnel will help to 
show the school and the pupils weak points or suggestions for 
improving the present course of study. Also teachers will 


become more familiar with the type of work that is being done 


in offices and learn what is expected of office practice grad- | 


uates. The teacher will further learn the new and improved 
office procedures so that he can instruct his pupils accord- 
ingly before they start work. The co-ordinator must visit 
pupils frequently while they are at work in order to make 
certain that the pupils are not being exploited, but are being 
given the best possible program that the school and the compan 


can offer. 


73 


| a 
| mot anoiteenaue 10 edalog deew eLtqua edd bas :aee 
| {liw execdosed oslaé bute Io eeitiwros sng besa oct tn 
exob gated et tant arow to eqyd end ddtw aati bns? orm 
-hbery eottosiq eotiio to betosqxe-ef gsaw oisel bias pooltt 
bevotgmi bas wen edi arsel szectuwt If iw roedosed. ect nod 


SB 


‘ 
/ 
! 
| 
i 
| 
-bro¢ aficsa etd Jountent nso ‘ed <i OB Ro subeoOtd 
Sietv geum totsmaibto-oo elt werow diets yest oroted vi 
ang 
exam ot tebito at atow +B ets yedt el icw batt 2 
untied ors dud .bettei[qxe sated ton era efltauq edd decid fea 
eee 


yaramoo edt bas Loodoe edt tadd merger old tesog taed oa 
~~ 


So 


cS 
ooo SS err 


aaa ee 


a ete 


74 


BIBLIOGRAPHY 


Adams, Doris L. "Making Office Practice Pay." The Busi- 
ness Education World. November 1945. P. 127. 


The American Business Education Yearbook. Community 
Co-operation in Business Education. Volume I. 1944. 


The American Business Education Yearbook. Appraising 
Business Education, Volume III. 1946. 


The American Business Education Yearbook. Improving 
Learning and Achievement in Business Education. Volume II. 
1945. 


The American Educator Encyclopedia. The United Educators 
Inc. Chicago. 1936. Volume V. P. 1686. 


Andrews, Margaret E. "The Co-operative Work Project." 
The Business Education World. June 1942. P. 902-903. 


Andrews, Margaret E. "How A Go-operation Program Works 
in Minneapolis." The Business Education World. April 1945. 
P, 412-414, 


Baker, Bernard F. "Modernized Office Practice in the 
Chicago Public High School." American Business Education 


Baker, Charles C. "Experience for Applicants." The 
Business Education World. March 1945. P. 435. 


Bargen, Bernhard. "The Job-Shop Method in Office Prac- 
tice." The Business Education World. November 1941. 
P. 245-247, 


Barnes, Robert S. “Business Education and the George- 
Dondero Bill." American Business Education Digest. March 
1945. P. 119-120. 


Bennett, Louise A. "What Happens to Secretarial Students 
After Graduation." The Balance Sheet. September 1943. P. 12 


Bixler, Reyno F. "A Tailor-Made Co-operative Plan." The 
Business Education World." Aprf1 1943. P. 477-478. 


bY 


YATAHDOTIa Ta 


-fesi odT "ys osttosst eollt0 agtaen” et eta od 
Evel a9  “seee ‘tedue you ae iss ei 


_Xdigummod .aoodase¥ nottsoubd eeomberd nsotte. | 
iB 


~paer "t emrloV. .fotvsouba efomiend ae 


giisistqqgh .dxoodtseY noitsouba ssocteud aaory 
-OS0L .LIL emuLoV otis: 


snaftvorgmt salondtpey soltgouba evontest aot A 
: ToV .cottsouba esonteug nt demeve bo 


etodsoupa bedinU ex? Aindeagneall oteou 
-cO60f .f  .V emufo 


" tostorl aroW evicsateqo-o0 eft" ees torey 


extow marzord motte teqo-ob. A woH" pra tomy all ae xb. 
Chel [taqA .bilroW noltsorba eeontsud ont aes C 


edt ot estiosrT softto bestatebon” a4 ecaaae 
cotjaouba seaentend osotiemA ".Loodee agit eeu ‘To 
Ce ee a oo Saas eee ae cotsit 


ef + sitacaeeee sxot eoneixeqxa™ 1D pelea Fe 
Br 38S WI .CheL dows. bLsoW gottss ubE 


~ostT eottiO at bodtdeM qod@-dot ent” buudagiele ta 
.[S°0f sedmevell .bftoW noktsoubha eeonteud 4 


-e2tee) edt bas noltsoubad esentersa" . 
sors  .tesntd sottsoubd eeenteud maak 


ebud2 Ististeroe2 o¢ emeqqeH ssw" A 
f eee ~S8ef aedmetqe2 .tesda oomalad ‘ont ‘ont 


Ww 0 


eit "ast evitseseqo-od ebaMerolteT A" Of 
=, oSYS-TTh 6f .SSOL LRagA eecohe j 


75 


Boynton, Paul M. "Present Trends in Business Education." 
The Balance Sheet. September 1944. P. 21. 


Dame J. Frank. "Co-operative Business Education." ‘The 
Business Education Outlook. 1944-1945. P. 14-16. 


Dame J. Frank. “Co-ordination in Business Education." 
The Business Education World. May 1944. P. 492-493. 


DeLancy, Opal H. “Rendering Personnel Service to Busi- 
ness." American Business Education. March 1946. P. 187-192. 


Diekroeger, L. H. "Pre-Business Orientation of Pupils." 
The Business Education World. October 1942. P. 61-64. 


Distributive Education Information for Teachers and 


Administrators of Business Education. Monograph 49. South- 
Western Publishing Company. May 1940. 


Eastern Commercial Teachers Association, Fourteenth 
Yearbook. Business Education for Tomorrow. 1941. 


“he WEducation Index. H. W. Wilson Company. 1940, 1941, 1942, 
1943, 1944, 1945, 1946. 


Ellis, Zaida A. “Business Co-operates with a Small High 
School.": The Business Education World. May 1945. P. 470-472 
S11. 


Ernest, Frederic. "Youth and Work." High Points. Novem- 
ber 1945. P. 7-9. 


Everest, C. J. "Business men Co-operate in Commercial 
Training." The Business Education World." December 1942. 
P, 201-202. | 


Fear, Richard A. and Jordan, Byron. Employee Evaluation 
Manual for Interviewers. The Psychological Corporation. 


Ferguson, Harold and Hovde, Herman 0. "Community Service 
Motivation in Commercial Teaching." The Journal of Business 
Education. October 1945. P. 11-12. 


Fox, Deyo. “Co-operative Business Education in Jackson." 
American Business Education Digest. December 1944. P. 59-60. 


Good, Carter V. Dictionary of Education. McGraw-Hill 
Book Company, Inc. 1945. 


Greenfield, Edward A. "Co-operative Education, A Pan- 
acea?" The Balance Sheet. December 1944. P. 134, 160. 


7 Saas 


noi¢soube econtes€ at abger? daseeri™ a 
LS .f seees redaetqen — 
. coitsomg Ont evidgsteqo=00" ieee rs 


_OfosE .¢ .@BCLaSBOE Yoolss0, goldeos 


= « a 


sHOES BOUL peonte;mm af nolisr throso0D" stati a < 
Seh-Sesk .f <sbSCL Tam ‘bimol ooltsoube. ane 


-teul ot sotvaiea Lennosxet epbie oH anoles 
( e ¥ ~ 
4 ? 


oe 


b0-f£8 «2 .Stel tedotoO bitoW nolvsoupe, eeont aa 


~ ee | 1 erm? yey 
bas srredosel tol moliamioel 
ee 


OC re orange 


~~" 
ti 
m 
o it 
Pull | 


Ube Parsee © etosat 
ODOT =r" ( .ynaqmov 9imitatte a 3a 


* el pee e Are ov 
~iiJ fiom et? NOSIAC! tol ail 


ot ,doitetiosesaéA siedoset La tovemno : axete 
-LhCL .wottomot sot no Fs Basba eae: aud - 


~xoebat aokee 
. a Mie 6 hate es od 7 

| nt Sha: 
LSVB-OTS. . -Gd@f ysM .5i1oW notdssuba isan eit ae 


es cate tes " ~ car Sera 7 e fy ry iy 
cher ,f[sefr ,ObeL . .yoeqmo0 soeliW iW 4h 


| 
' 
| 
',elfaut to: noisetnefx0 eaenteri-exd" JH wl sronronien sf 
] 


~movoll .stetod dat ‘oto bas dégoy" ots ehext i 
vee oe | eet 7: % 768 

2° ee ) 

s Q etsiteqo-00 nem exomiewa"  .b .9 Jeorte 
»ctef rsdmosad bitoW coijsoubd ezsenteud edt » 


* . 308: - 


cottauisva eervoloml coTya ,fisbtel baa .A paeclott yt 
( lortoyet edt -edowolwnedet § 


* 

t 

2) 

¢ 

t 

4 

2 

Ci 

4 
Oo 
C3 
KI fz 
is 

i de} 
hy @ 
03 

oO 


solyxe!® ytinuwmmol" 0 Asuicot ,25voH basa blowsh eft 
eeentau to Isauvol of ya tdoset a Lotemmoo 


. 
a a alate ON ra ne annenenn S eee a 

a jd 

Sr ow | t “4 

eV e4 


»sMoedtorkt.ai moltsoupe cant Last sci tahun 0 
.03-€6 .f .b£0L- zedssoed EN Sotecee . 


[{tH-wexdoM .oaotdsoppse to 
SEO 2S SPA AS 


-csi A ,cottsoubad svitareqo-00", | 
-OOf ,bL 6. ~SRRE ‘tedaeoed * 


76 


| 


Groff, Hirma A. "Work-Study Program at Hershey." Ameri- 
can Business Education Digest. December 1944. 


Groff, Hirma A. "Port War Planning What the Schools Are 
Doing." American Business Education Digest. November 1944. 
P. 59-60. 


Haas, Francis B. Major Contributions to the War Effort 
Made by the Educational Forces of Pennsylvania. Pennsylvania 
Public Instruction. May 19435. 


Haas, Kenneth. Distributive Education. The Gregg Pub- 
lishing Company. 1946. 


Haines, William E. "The Commercial Coordinator," 
Beacons on Business Education. 


Haines, William E. "Co-operative Secretarial Training." 


The Business Education World. November 1941. P. 229-230. 
Haines, William E. "Co-operative Secretarial Training." 
The Business Education World. December 1941. P. 543-344, 


Haines, William E. “Co-operative Secreterial Training." 
The Business Education World. February 1941. P. 510-512. 


Haines, William E. "Co-operative Secretarial Training." 
The Business Education World. April 1942. P. 703-705. 


Haines, William E. “Organizing a Cooperative Part-Time 
Business Education Program for the Secondary School." Eastern 
Commercial Teachers Association, Fourteenth Yearbook. Business 
Education for Tomorrow. 1941. P. 279-292, 


Hanna, J. Marshall. "The Nature of Work Experience." 
Business Education Digest. October 1945. P. 101-102. 


Haynes, Benjamin R. and Humphrey, Clyde W. Research 
Applied to Business Education. The Gregg Publishing Company. 
1939. 


Haynes, Benjemin R. and Jackson, Harry P. A History of 
| Business Education in the United States. South-Western 


Publishing Company. 1955. 


Haynes, Benjamin R. and Parker, G. H. “Integrated 
Secretarial Office Practice." The Balance Sheet. February 
1944. P. 248-250. 


Hanover, Harold. “Labor Looks at Cooperative Education." 
High Points. November 1945. P. 15-18. 


~tremh "“.teder8eH ts kabere churdeaatnoll *, 


fone 


isi edt ot erottudiatnod sepeM of etonend 


in L 


or 7. : 
Ii Gist at 
" ofl 
L2OMLeaUc ew 2C 
seinen 
1 ‘ 
fa Trre 
9°08 LTS 
af 
oe Of- 
| tne > cr 
NOTSsaon 
sa 
; 
eo Pe “—rr hb 
s P= ore aetna 
4 - Ss 
LO Gog 


" nolssouba 


\ 


— af i) 
Bi.Consa 


{vt 
La 


JO Li GS 

ss .{ a! {t 
" <totsatbrood Latotemiod sat” .o. meatier vee 
1£s [gtrstersea evitareqo-00" a moti eiw 
| -cOT<seT .f .GheLl L[ttqA .bisoW ncoftsouba 88 
evitsteqooD s untsinagsO” . me tLLEw 
ois® yuebnooee oft tol maagord aohdsou 
HoodissY déneetusot .aoite fsoaedé atodosel . = 


tH A .i yrteH ,moexost bas ro: cob 8 
rtasWerituvoe »kedata b bed int oxy a9 


evitsreqood ds extol oda 


exit ¢ecdW yatoosl?t tw dr0f" eae 
vowh .teenid colssouby egontoud 989 ben 


siratetosee evidarsqo=co)" a ms ti crw <eonts 


q t 
fol .f ,GhCL rzedots0 teen id soigaoube” 


PLL redmeossd tend notte 


bY 
i 


~ktnsvixennet to aso%ed Lenotteouba oi 
-cReI yom nord ol 


ofT ,sottaouba evitudiuse td .ddenaetl 


Mottaorba ceaaiev’ 50 9m 


I ,fb01 tedmevot -bitoW fo tts oud apents 
one 
sirstetsea evitereqo-00" a maticiw eect 


o9 
[ef suedmeseG .bivoW noissoyba- 


evitateqo-00" .& mefftiw: 
Yisuidet ,hbfrowW 0 Le aeSer 


ree) 


4 ot 


-SOS=CNS ef £sOL: 


xo wxoW to eayteu eat” ner ante 


4 


W ebyfD .ve a boas. si time tast ae 
{dol ayer eft "solssoubd grontes 


aecdat " el oD < torts. 5a afin 
teed sonetad oft” ® -oolsoat 


ad 


BE-8E, Le 


Hershey, E. J. “Commercial Deparment in a Small High 
School." School (Secondary Education). September 1944, 
P. 25-28, 


Hinkel, Clayton H. “Part-time Jobs--An Opportunity." 
The Business Education World. June 1944. P. 558-560. 


Jensen, Charles J. “Co-operative Secretarial Training." 
The Business Education World. January 1945. P. 269-270. 


King, Myrtle E. "Vocational Guidance Through Part-Time 
Employment." The Business Education World. May 1943. P. 534 


Lloyd, Alan C. “Co-operative Training in Ten Easy Les- 
sons." The Business Education World." May 1942. P. 792-795. 


Marshall, James. “Cooperative Education and Community 
Needs." High Points. November 1945. P. 19-22. 


Morrill, C. L. “Work Experience and the High School," 
The Journal of Business Education. November 1944. P. 14-16. 

McKenzie, Carl H. “Cooperation Between Business and 
Education." The Journal of Business Education. June 1946. 
P. 11-12. 


Morsey, Royal J. “Work Experience in Vocational Business 
Training." The Journal of Business Education. March 1946, 
P. 25-25. 


Nancolas, Helen. "“"Student-Secretaries in the Senior 
High School." The Journal of Business Education. November 
1945. FP, 19. 


Petitjean, Charles F, "Practical Experience Through 
Student-Secretaries." The Journal of Business Education. 
December 1945. P. 12. 


Polishook, William M. "Part-Time Work Survey." Business 
Education Outlook. 1944-1945. P. 28=30. 


Practical Cooperative Training in Commercial Education. 
Monograph 30. South-Western Publishing Company. February 
1936. 


Priestly, Celia Ayars. "The Value of Business Experi- 
ence." The Business Education World. January 1940. P. 389- 


Riegel, Gladys M. "Co-operative Business Education in 
Dayton, Ohio." American Business Education Digest. December 
1944, P. 74-46, 91. 


2 £ daséarreqed fatot 
,PS0f asdastqe® .(aolttsosba 7 
j 


" vtinsttoqqo af--adob smtt-tiad”™ “H notysd , 
.086-865 .f .$S0f anut .bitow notta bas 


« 


' anintad? fatusdetoe® evitetego=on" 
OvS-€3S .f4 .éS0f yuspast ob Stow notiae 


a vl ey i wy 
eniT=dxad dysordT sonshisd Lanckgsoev™ * 2 oftayit 
hgG .f .OS@L yeaM wbitoW cotisoupe eeent ene est i 


me 


at 
atctess! eviseseqo=00" — 30 ieta 


ro T +e a o¢ we wry 

ta 7 . 4h ae co-* 
.aev-Set .¢  .Sh0L veal ".BLleoW nottaesuba eaenkena « 
2 a cnpansterentnammnpeneeaineel Se ee ee 


wtiosemod bas nottsouba evitsreqeod" comet ,L 
.SS=@l .f .GbCL tedmsvolt -odatot 


»foorfee datH edd bas. eonsiteqxe aitow” ie: ff. 
Of-hf .i .SS0L redmerol rc ottaoube grentesd to 


ana 


bos esentexsd cseswieil noltsteqood" -H ixsd ofa 
Def east .noltsoubd casmtayG Jo ~- lemon ea en 


: ' : ; es ¥ 


ye | 


fsantoltsooV at eonettegxd wroW" .t Lsyon tgs 
jousil .cotisoybet eventena to [antwot § ee 


ee 


toine® edd ai aoftatoeno ef -tiebhssa” ele ,2s. 
xedmevowl .nottsouba eestiesa ito Laatttov oat 


asordT eometrsqxa Leottossi”™ .4 eoftadd .arete 
toitsouba asenteyG to [anxyol sav Mls 
: eS oF 
aeoemiesi ".yevare wMroW, smif-tasi" 


Ob-88 me | ow apef- “SheL fo 


doltsouba fstoresmod at satatss? ovitereqoo 
Tmuvtde1 .~aaqmold suntdelidud mixed CW=AITOE 


enies® to esfeV ont" .areyA 8 
Cf yisunst .bfxoW nolinoubl ap 


-itegxa 22 
~885 .f 4.08 


rt soitsouba aeemteagd ovidareqo-0d 


tedine 9d »JeontG mereka gsse asenta 


78 


Shotwell, H. D. "How A Co-operative Part-Time Class 


Works." The Business Education World. March 1944. P, 392-393 


Stewart, Marie M. “Co-operation Really Works in Our 
School." H6 Business Education World. March 1942. P. 598- 
602. 


Strong, Earl P. The Organization, Administration, and 
Supervision of Business Education. The Gregg Publishing 
Company. 1944, 


Sublette, Donald J. “Business Education and the Public 
Service." Business Education Digest. March 1943. P. 14-18. 


Tonne, Herbert A. Business Education: Basic Principles 
and Trends. The Gregg Publishing Company. 1959. 


Wade, John E. "Cooperative Education and Apprentice 
Training.” High Points. November 1945. P. 5-6 


Walker, Delos. “Business and Cooperative Education." 
High Points. November 1945. P. 10-14. 


Weiner, Esther. “Apprenticeship Training in Secretarial 
Practice." The Business Education World. January 1940, 
P. 415-415, 


White, Elise. "The Commercial Co-operative Training 
Program." The Balance Sheet. November 1944. P. 88-89, 


SY 


eesld onlil-stat evistateqo-00 Awol 
SQ5-866 .F .<.P2Gi clove, oitoW sottsoubd 2 


is0 of atzoW y{leeh molts1eqo-00" seetha: is wed 
“80d. ~<Sb@L dora bi-vow notisoube lesnied § aa 
eee et eet rr rs eae le, 


olidssi edt bare mobteouba azentaud™ -b bisnod ,etteld 
if [ Shel dorwM ,seentG tot plasogba esontau® a 


eelgionita otesi <iaotisosbad esonteud .A dtedtenr. conto 
accel. .Emadmod aati detidud aget ed?  .shbasre 


solttnerqch base mottsouba evidareqooo” fiot 
G=aG aL eG Oe & Sc ne vou -edntod g fi EEE 


" noldsouba evidezsqood bas seentena™. .eoled a 
I-O0L .f .caeCL sedmevorw ~ seston 

Ba 

982 rot aniiaia's . qideooline racA" . Tent 2a 79a ie 


OOK Yrenunst etic i aettsouba epenters oft 
ee em ae oe Ton al pa ial 


taisgT ovitarege-o0) IsiotommodD ef?”  eskia , 22 
09-88 i .dh0L stednievoll. o teed eonnlee ont 


APPENDIX A 


Copyright 1943 By Richard A, Fear 
The Psychological Corporation . Byron Jordan 
New York, N. Y. 


EMPLOYEE EVALUATION FORM FOR INTERVIEWERS 


Wane (22 2e ary GZ. Job Considered For 4. & eae 


/ V4 4 
Interviewer oy A hg Date .2/37/¢ -3 


INSTRUCTIONS: Rate the adequacy of the applicant's work expe- 
rience, training, end menner and appearance only as they epply 
to the job for which he is being considered. For your aid in 
writing interview summary, mark a check (-’) in box before 
question items to which answers are favorable and a cross (x) 
where responses are unfavorable. Mark only those items which 
heave a bearing on the requirements of the particular job in 
question. Place a check (.’) on each line to indicate your 
estimate of how well the applicant satisfies the requirements 
of the factor considered. Note brief facts that substantiate 
your decision in space below each line. 


I. PREVIOUS EXPERIENCE : eG 
Below Average/Average/Above/ Average 

A. Similar job duties? 

B. Required hand and machine 


tools? : 
C. Same type materials? A Sage ies. Y, 


D. Similar working conditions? 
Ee Same degree of supervision? 
F. Shown development on the job? 


II. TRAINING Br 


Below Average/Average/Above Average 

A. Sufficient formal school education? ~. > and aly | 
B. Best liked or least liked 8, ee ee 2 : | 
related to job requirements? ' fMnnt LRA 4 


C. Required mechanical, mathematicalé4-~~™*<*<~<=<«- bles Ceol 
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D. Required "on the job" training#<—~ AAD pe nO x 
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MANNER AND APPEARANCE “a 
Below Average/Average/Above Average | 
Favorable, Unfavorable Zw ewttl Lesecd | 
mannerisms? (gestures, <<: . eS Pe ae 
facial expressions, speech) Pe ee 
General Appearance satisfactory? oS ee Se 
1 7} 


(features, poise, dress, persona 


hygiene? Y Sev | 

Pha ses of cultural sepa bromes en ee EE Re | 
speech, courtesy, interests | 

Voice and speech acceptance? ee ee od 

Physical qualifications adequate? 227% exu<c . 
(height, weight, stemina) 

Any physical disabilities? 

Appear nervous, high-strung? 

Appear aggressive, self-confident? 


SOCIABILITY (TEAMWORK) i 

Below eee NA lig oy Average 
Any job experience fet Bees ae Se 
special teamwork? 
Participate in school SE sete 35 
activities? Se eos 
Take part in community esbiperabcoty 2S 
Engage in any group recreation? “~*~” 
Interests reflect liking for people? Sonepene 
Appear friendly, the kind of person 
who can get along with others? 


EMOTIONAL STABILITY oe 


Below Average/Average/Above Average 
Friction with former supervi sor? « e aoe 
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Difficult adolescent period? << 4 Cana 
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Lonely, poorly balanced life now24.~ / wets fete 
(inadequate social contacts, etc. 


MATURITY i 


Below Average/Average/Above Average 
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(earliest contribution to family 4 ec... 


income) 
Decisions dominated by Fg ae 
(lean on family for Moral support) 42 
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C. 
D. 


Ever lived away from home? 
(had to make own way) 

Ever handle more than one - Cvtelitc 
at a time? (Economic drive 

Good sense of responsibility? : 

(considered transportation, wages te RAGS 
hours, family in making change © os 


jobs; how much life insurance) y e Ly | 
Why did he apply for work here? Pfme 0 e - 


(Any logical occupational goal Yk jae Je as 
LEADERSHIP CAPACITY 


Below Average/Average/Above Average 
Ever had leadership experience? 
(in school, former job, community) 
Does he want to be a leader? (why) 
Seem like natural leader type? 
(dominate or inspire confidence, respect) 
Reasonably aggressive, self-confident 
and self-sufficient? 
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OVER-ALL RATING FOR SPECIFIC JOB: Considering all the facts 
that you have learned about the applicant, how well is he 
fitted for this job in comparison with other men already doing 
this work in the plant? 
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die 


or indicate the disposition made of it. 


APPENDIX B 
HINTS FOR SECRETARIES 


Arrive at the office on time. Air the office of the man 
for whom you work (hereinafter called Mr. Doe) before 
each session. Dust the desks, tables, chairs, pictures, 
telephone and dial, etc. Heat to temperature preferred. 
Fill carafe and wash glasses. Turn calendar to the cur- 
rent date. Fill cigarette lighters and cigarette boxes. 
Sharpen pencils. Clean and fill desk fountain pen. 


Open meil and connect with previous correspondence on the 
subject. Some men want the file with new mail and others 
do not. At any rate, have it ready. 


Go through your tickler file for matters coming up each 
day. 


Each morning type on a slip of paper a list of the day's 
appointments; also telephone or other messages taken in 
Mr. Doe's absence. Show date, time, message, and caller's 
telephone number. 


Place mail, tickler, messages, and appointments on Mr. 
Doe's desk in order of importance--something like this: 


Papers and magazines on bottom 

Circulars and routine material 

Opened letters and memoranda 

Unopened mail (This depends upon what Mr. Doe 
prefers. Some men want everything 
opened; others like to open personal 
and confidential material, bills, ete, 
themselves.) 


Telegrams 
Messages and day's appointments 


Equip yourself with a daily diary book with spaces for th 
hours and half hours of each day. Record visitors, the 
time of the visit, and the subject if possible. Keep a 
record of telephone calls and messages received in Mr. 
Doe's absence and the time the call or message is receive 
Post your book ahead for any appointments which he may 
have. 


Record in your desk book correspondence routed to others 
for reply or investigation. Check off when it is returned, 
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Always keep a pad and pencil near your telephone. Also, 
type an alphabetical list of names end telephone numbers 
of persons frequently called. This should be placed near 
the telephone for quick reference. Mr. Doe may wish to 
have his list under the glass top of his desk or on a 
desk slide handy to the phone. 


Answer Mr. Doe's telephone with, "Mr. Doe's office--Miss 
Blenk." Answer your own telephone with, "Miss Blank." 
Telephones in a general department should be answered 
with, "Mr. Smith's wire." Speak clearly and courteously 
at all times. Avoid such expressions as "Can I take a 
message?" or "Can I call you back?" Say, "May I take a 
message?" or "May I call you?" | 


Be sure to take messages accurately. Before you hang up 


be certain of names, dates, and times. Always try to get 


a& message or the name of the person calling so that when 


Mr. Doe receives the call or makes it, he will be prepared, 


for discussion. Remember that a person having legitimate 
business will not hesitate to be open about it. 


When Mr. Doe leaves his office, even though you may know 
where he can be located, do not divulge his whereabouts 

to visitors or persons calling on the telephone unless you 
have been specifically instructed to do so. Instead, 
offer to try to locate him for the person calling. 


Before a conference in Mr. Doe's office, arrange a 
sufficient number of chairs, ash trays, etc. If you know 
what the subject is to be, line up material likely to be 
called for. Be ready for dictation or for locating files. 
If you receive an important message for Mr. Doe or for one 
of his visitors, type the message on a slip of paper, 
quietly enter the room, and hand it to the person for 
whom it is intended. When the conference is over, clean 
ash trays, air and straighten out office. 


At other times during the day, whenever Mr. Doe leaves his 
office, empty his ash trays and dst them; arrange the 
paper on his desk so that they will appear neat and or- 
dGerly. NEVER LET HIM RETURN TO AN UNTIDY OFFICE. 


You should be familiar with mail rates and telegram ser- 
vices. It is helpful to have on hand a supply of stamps 
end a doller or two for incidentals, such as cigarettes, 
lighter fluid, etc. Mr. Doe undoubtedly will be glad to 
take care of this if you will remind him when the enve=- 
lope is running low. 
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Very important are grooming, cleanliness, and good manners, 


15. Keep files in perfect order. Read them thoroughly and 
understand the material. File every day if possible. 
When material is removed, charge it out in detail--dates, 
subject, etc. Cross-reference material filed in one 
place but dealing with another subject also. 


Keep your hair fresh, your nails and polish in good condition, 
your clothes neat and clean and in good taste. Watch your 
weight. Rise to your superiors when they enter your office. 

A girl who has a well groomed appearance, poise, and good man- | 
ners is often considered for promotion over another whose 
ability may be greater but whose appearance is not good. 


Develop personality. Be alive, alert, cheerful, and pleasant 
to everyone. Have a ready smile but don't be effusive. Do no 
bring your troubles into the office. Do not be a prude but 
maintain a certain dignity. You may appreciate a humorous re- 
mark but do not think it necessary to return it. 


Read everything you can. Have at least a superficial knowledg 
of current events, music, the theater, sports, best sellers, 
etc. Be sure to impress yourself with the correct spelling of 
nemes and places in the news. 


Be a positive individual. Speak up--do not mumble. Try always 
to know what you are talking about so tha if asked a question, 
you can say "I know" rather than "I think." If something 

puzzles you that is within your province to know, make it a | 
point to investigate it. 


Have confidence in your ability but don't be overconfident. 
Nervousness due to lack of confidence can obscure personality 
and ability. 


Concentrate upon messages and your dictation. If you don't 


understand something, ask to have it repeated--don't guess. A 
wrong guess is an error. In dictation, figure out when your 
dictator prefers to repeat a word or phrase. It may be at the 
time he has just said it, or he may prefer not to interrupt 
his trend of thought but to go back after he has finished 
dictating. 


Use tact. For exemple, if your dictator has made an error 
which is obvious to you, bring it to his attention by asking i 
YOU have such a thing right, or should it be such-and-such a 
waye 


Be honest. Admit an error; don't alibi it. 


| ona vidusorodt medt baeH . ebro toetreg mf esilt qeea scl” 

i oidtceoq tt ysb yreve offt .fatretem ond bastesebry ms 
| ,coteb--Lheateb mt tuo +t epqracio .bovomet ef Istredeam croriW 
ono at beLft Setrotem someteter-ee07) ote ,toetdie 
.oele tostdre toddoms dttw antiseb tud soslq 


.xotttHnoo boos af retfog baa eltam asoy ,deeii that suoy ¢ sed 
ssoy fote# .oteat boos of baa meefo: bas tasm sendtolo tw 


.ooftto suoy vedme yedt sendy erotsequa toy ot seth .digtew 
-ram boon bne ,setogq ,sonmstssaqs dbemoorg Lfew a esd ofiw Sata A 
seodw sediona revo aoltomord tot betebtadoo motto ef tne | 
boos son ef sonetseqgs seodw tud tetsets ed yam yotiids | 


| 
.erommam boos ane .econbicsoLo .aatmoorg ots tasdtoqme yxev | 
| 
| 


t¢aseraslg bra ,Iutresdo ,jxeia ,ovils ef .ytiismositeq qgofsved | 
ox od ,eviteutis od ¢*aeb tud slime ybset s sve .emoyTseve 4 
tud sbutq 8 ed tom of .s9ttto edt otat eeldirort 10y aatad | | 
-<y sotomud s otstoorgqqs yam voY .vtlewtb atetiso s atetal 
wt! odor of yraeesoon tt Matdt ton ob sud Aram 


) sd eee 

nbolfwom! [etoltteque a tesef ts svaH .aso woy gatidiyreve beef | 
~etolf[oe teed .etroge ,reisedt ed¢t ,oteum .etneve tnerivo to | : 
to netifeqs tosttoo edt détw tLeeayoy sestqmt ot ete eG .9d8 | | 
.owen edt ot seosfg bas eoman | 


etrebitmnooreve ed ¢'aob tud ytiitdes roy at eomebiinoo oval | 
yitienoersq atsoedo mso somsbttcoo to Most ot erb eesnevoviel | 
t'mrob soy TI .sotietoth woy 5ns espeseem moqy stsainsonod 
A ,e29sy t'nob--betseqet ti evad ot aes ,artdtemor Dastet ; 
toy cadw tuo otuplt ,cottistoif mI .serre op ef eben gn Ae a 

| oft ¢s od yam +I .seanca to brow s ¢asqot o+ anetsig totadoEs | a 
tqurretat ot tom retetq yem od to . dF blee gent ead oan ometd || 7 

| bedetmtt sant ed tetts oad os ot tud toiecodd to baott eh 
fortrte aa ebsm eat rotetoth roy th ,sfaqmexe 10%  .dosd : Ua a 
if gefies yd sottnetta etd ot $f antad .soy ot euotydo et dots | a 
8 dose-Bnre-doue ed tt bivode ro ,tdnts gnid?d a dove sya - 


a I Se 


5 
in ay : 
_ an ° 


® 
ae 


otf tdtfis t'aob s-rorra oe timbA 


85 


When two girls work for the same individual, it is important 
that they get along well together. The main thing to remembe 
is that the person for whom they work must be served effi- 
ciently. It doesn't matter who takes the telephone message 
or who handles a situation. The important thing is that the 
job be done. 


Share with your associate every bit of information dealing 
with the work of the office. In this way no delays will be 
encountered should one or the other be out of the office. A 
girl's value is not measured by how poorly the office runs in 
her absence. It is her job to see that the work will not 
suffer by the absence of anyone. 


Familiarize yourself with the names of officials of the Comp : 
department heads, and persons with whom you may come in con- 
tact. Read your Year Book and telephone directory. Keep your 
Year Book up to date by noting changes whenever they are 
ennounced. 


Keep a good dictionary handy and use it. Be sure to have one 
that gives syllabication and refer to it when separating words 
Foreign words and phrases should be included also. 


The Travelers Insurance Company 
November 23, 1946 
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APPENDIX C 
WILMINGTON PUBLIC SCHOOLS 
WILMINGTON, DELAWARE 
DEPARTMENT OF BUSINESS EDUCATION 
EMPLOYER'S REPORT 

Student School 
Employer Address 
Employed from 19 To 19 Type of Business 
Typical tasks performed: 


1. 


Ze 
or 
4. 


(Information above this line to be filled in by the student) _ 


(Information below this line to be filled in by the employer) 


To the Employer: The cooperative position is a vital part 


of our educational scheme. Your constructive criticism enable 
the school to provide training for the student during his "in- 
school" period. Please state specifically your impression of 
the following skills and traits: 

Attendance: Days absent Times tardy 

Skill Performance: 


Typewriting 


Shorthand 


Punctuation 


a 


Spelling sf casings acacia et aia 


Machine Operation 
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Arithmetic 
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Bookkeepin 


Handwritin 


Filing 
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Business Techniques: 


Use of Telephone 


Meeting People 


Use of Sources of Information 
(Dictionary, Telephone Directory, etc. 


Office Housekeeping 


Businesslike Habits 


Personal Traits: 


Appearance 


Manners 
Industry 
Adaptability 
Speech 
Punctuality 


Initiative 


Accuracy 


Personal Hygiene 
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List below at least one major point upon which the stu- 
dent should aim to improve during the "in-school" period. 


General Rating 
(Encircle) Superior Good Fair Poor Unacceptable 


Employer's Signature 
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APPENDIX D 


SPRING VALLEY HIGH SCHOOL COMMERCIAL DEPARTMENT 
CO-OPERATIVE TRAINING PROGRAM 


Employer's Report 
Student 


Employer Type of Business 


Employed from To 


Please state specifically your impression of the following 
skills and traits: 


Skill Performance 
Typewriting 
Shorthand 
Punctuation 


Spelling 
Filing 


Machine Operation 


Business Technique 
Use of Telephone 


Meeting People 


Use of Sources of Information | 
(Reference Books) 
! 


Office Housekeeping 


Business Habits 
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Rating Scale for Personal Traits 


APPEARANCE Neat end Ordinary Slovenly 
> appropriate 

ABILITY TO LEARN Very quick Catches on Needs repeated 
slowly instructions 

ACCURACY No errors Few errors Many errors 

DEPENDABILITY Very reliable Sometimes Unreliable 
reliable 

SPEED Fast Moderate Slow 

COOPERATIVENESS Co-operative Endeavors to Fails to 
co-operate co-operate 

CONSTRUCTIVE Originality Carries out Needs detailed 

THINKING suggestions instructions 


Please add any other comments you believe will be helpful. 
| Return a copy of this report at end of first two weeks and at 
_ termination of training. Keep a copy for your own files. 
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APPENDIX E 
> ONEIDA HIGH SCHOOL 
. EMPLOYMENT QUESTIONNAIRE 


Name of Firm 


Fill in each of the following blanks with references to 
the high school people you could employ. 


| Number 
Number of Each Type of Worker 
Sales clerks Ledger clerks 
Office help (general) Bookkeepers 
Cashiers Stock clerks 
Filing clerks Stenographers 
Receiving clerks Salesmen 
Shipping clerks Billing clerks 
_ Factory labor Other workers 
Training Needed 
(Check those that apply) 
High School graduate 3. General Business Course, whi 
First year high school would include work suiteble 
Second year high school for clerical workers 
Third year high school. ___—séséAAr'ti:«Ccourrssee 
Commercial Course: Domestic Science 


oe 
1. Stenographic Course, Manual eeteeee aS, er ieee 
which would include General Aceatenic.— — ——— 
typing and shorthand Other Courses 
2. Bookkeeping Course Desirable Age 


Types of Machines in your Office 


Typewriters (Makes) Multigraph 
Addressing a ee 

Bookkeeping Dictating 
Mimeo scope Adding 
Other Machines 
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Neme 
1. Personal appearance, poise, and speech 
2. Attitude toward fellow workers 
3. Attitude toward taking orders 
4. Punctuality, etc. 
5. Quality of preparation for work: 


ae 


b. 


f. 


APPRENTICE RATING SCHEDULE 


Date 


Typewriting 
Shorthand 


Bookkeeping 


Filing 


Machines 


General 


Please express your opinion of each student in a sentence or 


short paragraph: 
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APPENDIX F 
TWO WEEKS AT 
THE HARTFORD FIRE INSURANCE COMPANY 
"And we get paid for this," was the first thought that 


came to my mind as I sat at my desk just before noon of my 


first day at work. 

It was a grand experience for a high school girl to go 
through and I'm sure the pupils who didn't want to go to work 
would change their minds after a few hours on the job. 

Of course, since everything was arranged, the thing I 
missed was the feeling of applying for the position that 


everyone talks about--when you make the first impression on 


the boss or manager. 
I was put into the stenographic department, which is a 


| 
| 


lerge room filled with typewriters, desks, cabinets, with 
all the different forms used in insurance, dictaphone machines, 
a ten-key electric adding machine whith impressed me greatly, 
end an electric mimeograph machine. 

The first week, I typed out statements and bills, Every 
thing had to be done with about five carbon copies. Not 
being used to typing continuously for a whole day, I was 


glad to be on my wey home for a week-end rest. The second 


week was even more tiresome. But I was learning how to 
type policies, endorsements and letters which were hand 


written in terrible handwriting, with the words abbreviated 


aM 
ree) 


Y XIGMAITA 


TA cuanwW OWT 
YUAIMOD ZOMANVEMI Ani GHOWPHAH SHAT 


" att tot bled ton ow 5h". 


godt toigwodt dexti eft csw 
; rbd, 
e tas I ee batm ym oF omeo 


yr to moor etoted teut deeb va t 
| itow ts yb ten. 


os ot ~Intg Loorfoe rigtt s tot sonetteqxe bmstg 8 2aw ie 


row ot os oft tasw t'ablp odw eligi edt ete m'I fre dou 


sdot edt oo. etsord wet 8 tetis ebator yttedt egnmerio bs ee 


I yaict odd ,Sognetts een wit tinceve sonte ysersoo 10 a 


~~ tadt notsteoq edt tot gntyfiags to gatlest ont aw bees. 
mo motesetqmt test? edt sxem yoy rrecw--trods exifad oa’ 


-TeRsmsmt LO acod : 


a ef doldw diene geb otdqsstgonede edd otal txq_ aaw Ll — 


détw .efomtdpo .eteeb ,2rediryeays dtiew beLfL ft moot apa! 


pen trlosm enongstetS .consiuent nt bees emrot tretett bb. ont ‘aan 


eYitsexy om borsotamt détdw emtdoam gatbbs otrsools “a 
.ontdoam dqatyoometm. ointoole 8 bas. 


x 


revi e2iLid bas e¢nemetaste tuo heqys I leew tetlt edt 
tov estqos modteo svit tuods cid Ew eaneb sd oF nie 


exw I .yabh ofondw 2 tot yiesomntinoo gaiqyt oF been 3 
oft 


Droose oft ,.teet bao-weew 3 107 amon Yew ya mo sd. 3 af 


ot word gninrsst esw lt $18 snorzortt evom move 
Sad 
bred etew doltdw sretiel bas admomoan obo. ae 


94 


so that "copies" would read "cps" or "amount" would read 
"emt." That is where my shorthand came in handy because when 
I came across "emt," I would write it in shorthand and then 

I knew what it was. 

There are many little incidents which occurred while at 
work, on the way to work and back home, which would take me 
hours to write about. They probably wouldn't be very inter- 
esting for anyone else to read about, but I know I shall 
never forget a few of the main incidents and the wonderful 
opportunity the Suffield High School faculty has given me. 

Helen Kolakowski 
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APPENDIX G 


PERSONALITY CHART 
Prepared by 
TRANSCRIPTION SUPERVISORS! ASSOCIATION 
New York City 


Explanation 
APPEARANCE 


A. Wearing Apparel 
1. Coat or suit 1. Of conservative cut and color, 


2. Dress, 2. Of conservative cut and color. 
Modish but not extreme as to 
length of skirt and sleeve 
and as to depth of neckline. 
Even as to hemline. 


5. Accessories 5. Immaculate. Free from rip and 
tear. 
4. Hat 4. Modish and becoming but not 


rakish or bizarre. 


5. Shoes 5. Clean. Straight of heel. 
Conservative. (Fragmentary 
heels and toes in poor taste.) 


6. Jewelry 6. Appropriate to the costume, 
Unobtrusive. 
7. Restraining 7. Girdle, brassiere, etc. when 
garments necessary. 


B. Personal Grooming 
1. Hair 1. Clean, vital, neat suitably 
coiffed for daytime wear. Of 
natural color. 
2. Skin 2. Clean and clear. 


5. Brows 5. Following the natural lines. 


4. Teeth 4. Free from stain. 
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5. Nails 
6. Make-up 
Posture 
1. Carriage 
2. Walk 
5. Hands 
SPEECH 
Voice 
1. Timbre 
Diction 
1. Vocabulary 
HEALTH 
Vigor 
1. Energy 
2. Stamina 
3. Emotional stab- 
‘ility 
ATTITUDE 


Toward the Job 


1. 


Alertness 


1. 


Se 
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Well tended. Free from nice 
otine or other stain. RKe- 
strained tinting permissible 
if desired. 


Restrained. Suited to daytime 
wear and to one's natural 
coloring. 


Body erect. Shoulders back. 


Toes in. Step light and 
springy. 


Quiet. Avoidance of swinging 
in wide arc on walking. 


Pleasant. Well modulated. 


Clearly enunciated. Restric- 
ted to accepted usage. Absence 
of slang or colloquialisms. 


Acquired by balanced diet, 
rest, and recreation. 


Giving capacity for sustained 
effort. 


Self-possession and control 
under ordinary circumstances 
and under pressure, 


Indicating an intelligent 
curiousity 
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2. Enthusiasm 2. At all times. 


5S. Punctiliousness 3. Ability to view the job as 
dissociated from personalities 
in it. Ability to accept 
criticism and praise construc-~ 
tively. 


B. Toward Fellow-workers 
1. Courtesy 1. Under any and all provocation. 


2. Considerateness 2. Of the opinions, preferences; 
idiosyncrasies, and limita- 
tions of others, with disre- 
gard for idle gossip. 


3. Cooperativeness 3, With subordinates and super- 
iors. 


CHARACTER ATTRIBUTES 
A. Dependability 


1. Trustworthiness 1. In one's entire professional 
relationship with fellow- 
workers. In one's willingness 
to "follow through" a piece of 
work to its satisfactory con- 
clusion. Integrity. 


2. Discretion 2. In the handling of confiden- 
tial information. 


5. Punctiliousness 3. In the carrying out, without 


supervision, of company rules 
and regulations. 


visors! Association as a guide to students who intend to seek 


This chart has been prepared by the Transcription Super- 
employment in business offices. 
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APPENDIX H 
A TRAINING PLAN 


The Hartford Fire Insurance Company has put into effect 
a combined in-service and school-training program, the object | 
of which is to furnish actual work experience as a part of 
education and to provide office help for various Departments 
of the Company. Twelve seniors of the Suffield High School, 
members of the office practice class, are to work for the | 


Company for two weeks at a time. Four jobs are being filled 


by these students, one each in the Stenographic, Inland 


| 
| 
Marine, Accounting and Reinsurance Departments. 

The students are divided into three groups. They work 
for two weeks and go to school for four weeks, thus keeping 
the four jobs permanently filled. Each two-week training 
period the students are placed in different departments until 
each has completed the full cycle. School credit will be 


given for the work and the students will be paid by the 


Company. 
| 
| 
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